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Introduction

This is a guide to using the Financial and Consumer Affairs Authority (“FCAA”) online portal called the
“Registration and Licensing System” (“RLS”). This guide is specific to mortgage associates, mortgage
brokers, mortgage brokerages and mortgage administrators to provide guidance for each licence type
on specific processes and is not intended to provide an overview of the functionality of RLS.

Please take a moment to review our publication “Registration and Licensing System (RLS) Basics” (“RLS
Basics Guide”) to learn the basic functionality of RLS, including how to create a user account, how to
navigate within RLS and how to submit information through RLS. The RLS Basics guide is available on our
webpage and while general in nature, the RLS Basics Guide will assist users to fully learn and utilize the
functionality of RLS.

RLS is a secure electronic environment that allows a user to administer a licence or registration;
including applying for licensing or registration, submit required filings (collectively called “Submissions”
for the purpose of this guide), print a licence and view correspondence regarding a licence.

For the purposes of this guide, “submissions” include, but are not limited to, the following:
e Annual returns;
e Changes of information; and
e Surrendering a licence.

All submissions made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your submission. You will be notified of the status of a submission (i.e. approved, rejected or

more information required) by our office.

RLS should be accessed using Google Chrome, Mozilla Firefox, Internet Explorer 11 or Microsoft Edge
browsers. Other browsers may result in the system not performing properly.

Microsoft Internet -
@ ChrOIT]e Edge / Exp|Orel‘ﬂ @ Flrefox

Please note that all images shown in this guide are for illustration purposes only and may not be an exact
representation of the RLS online portal.
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General Navigation

In addition to the guidance that you will find the RLS Basics Guide, this page provides the very basic RLS
navigation tips.

General Navigation Tips
Nest

To proceed to the next step in the submission, Click “Next” 22 found at the top of the
right-hand corner of the most submission screens. Your page will be saved automatically.

As you save and/or exit a screen, the following message will appear if your details have been
saved successfully:

2 Details Saved Successfully x

To go back to a previous step in the submission, click “Prev” + found at the top of the
right-hand corner of the screen. Your page will be saved automatically.

i
For additional help, review any “information bubbles” and instruction text boxes
found throughout the submission screens.

=

addition, where a screen performs calculations, in most situations, you will be asked to click

You can also press “Save” to save the entries you have made on the screen. In

“Save” to perform the calculations.
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Navigating the Home Screen

In addition to the guidance that you will find the RLS Basics Guide, this page provides a summary of your
RLS home screen basic navigation.

Welcome to

FCAA Registration and
Licensing System

This is the Navigation Panel
This area is dynamic based on
your place in the application and
can be used as a primary tool to
navigate subsections of the
application. n -
Your Licences / Apply for a Licence / Your Email

— Registrations / Registration / Correspondences

Usethe — button to toggle Endorsements / Film Endorsement / Or
the panel open or closed. Classifications Film Classification

At the bottom of this navigation
panel you can find your account
options, including log out.

Account - CCD_TD2TEST
Go to my profile (A)

Log Out ()

Dashboard Buttons

1. “Your Licences” button allows you to view all active licences currently associated with your user
account. By clicking any item in this list, you will be taken to the licence page where you can
view/print your licence and review other important details.

2. “Apply for a Licence” button allows you to start the application process for a new licence.

3. “Your Email Correspondences” button allows you to view correspondence documents.

Navigation Panel
4. “Goto my Profile” allows you to view your RLS account information.
5. “Log Out” allows you to log out of RLS.

6. To hide or show the navigation panel on the left hand side of the screen, click the E

Portals

7. “My Pending Submissions” includes all submission that you are currently working on and have not
submitted. This portal also includes submissions that have been returned to you by our office for
more information.

8. “My Submissions in Review” portal list includes all submissions that you have successfully submitted
to FCAA for review.

9. “My Active Licences/Registrations” includes all active licences currently associated with your user
account. By clicking any item in this list, you will be taken to the licence page where you can
view/print your licence and review other important details.

“My Licences/Registrations that Require Action” portal will show you if you have any submissions due

for your licence that you have not started or not completed.
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Mortgage Associates

This section of the guide is specific to mortgage associates to provide guidance on specific mortgage
associate processes. If you are not currently licensed as a mortgage associate or seeking licensing as a
mortgage associate, please refer the appropriate section of this guide.

Compliance with Legislation

The Mortgage Brokerages and Mortgage Administrators Act (the “Act”) and The Mortgage Brokerages
and Mortgage Administrators Regulations (the “Regulations”) provide the legislative framework for the
regulation of mortgage brokerages, brokers, associates and mortgage administrators in Saskatchewan.
The Act applies to all persons carrying on the business of brokering or administering mortgages in
Saskatchewan.

Once you are licensed as a mortgage associate, you must comply with all aspects of the legislation.
Mortgage associates are responsible for ensuring they are familiar with and in compliance with all
legislative requirements, including annual, ongoing and notification requirements. If you are unsure of
your specific legislative requirements or need additional help or guidance, please contact our office (see
the “Contact Us” in this guide) or review the guidance available on our webpage.

Licensing Requirements

Mortgage associates are individuals that broker mortgages on behalf of a licensed mortgage brokerage.
Mortgage associate applicants need to meet both education and experience requirements, or be
exempt from these requirements, and be found suitable for licensing.

Under the Regulations, an individual is exempt from the mortgage associate education requirement if
they have authorization as any of the following:

e  British Columbia — Sub-mortgage broker

e Alberta — Mortgage Associate

e Manitoba — Salesperson

e Ontario— Mortgage Agent

e Québec - Mortgage Broker

e Québec - Fully Qualified Real Estate Broker

e New Brunswick - Mortgage Associate

Individuals who do not hold one of the above authorizations are not exempted from the mortgage
associate education and experience requirements, and need to demonstrate they meet the education
and experience requirements when they apply for a licence. You can access a summary of the
application and the supporting material requirements in the Mortgage Broker Associate Toolkit which
has been included in “Appendix A” of this guide and is also available on our webpage.

If you are unsure of your specific licensing requirements or need additional help or guidance, please
contact our office (see the “Contact Us” in this guide.)
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Apply for a Licence

Before you begin, please ensure you are familiar with The Mortgage Brokerages and Mortgage
Administrators Act (the “Act”) and The Mortgage Brokerages and Mortgage Administrators Regulations
(the “Regulations”) which outlines the requirements to carry on business as a mortgage associate in
Saskatchewan.

Mortgage associates are individuals that broker mortgages on behalf of a licensed mortgage brokerage.
Mortgage associate applicants need to meet education requirements and be found suitable for
licensing. Mortgage associates are supervised by a mortgage broker with the brokerage. You can accesss
a summary of the application and the supporting material requirements in the Mortgage Associate
Licence Toolkit which has been included in “Appendix A” of this guide and is also available on our
webpage.

To apply as a mortgage associate, you need to be invited by a Mortgage Brokerage. The invitation is sent
from the Mortgage Brokerage’s RLS account. You will receive an invitation by email and are then
responsible for completing the licence application.

All applications made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your application. You will be notified of the status of an application (i.e. approved, rejected or
more information required) by our office.

You should have your documentation in order before you begin. If you forget or need to change some of
your information, you can save your progress through the application and return to it as you need to.
You can continue to make changes to your application until you submit the application to our office. If
you need to make changes to a submitted application, please contact our office (see the “Contact Us” in
this guide).

In order to proceed with your application, you will need to have an RLS account already. If you do not

have an account, you will need to register one. If you currently have a licence and do not know your user
ID or password, please review the RLS Basics Guide before proceeding.
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1. A “Mortgage Brokerage — Broker/Associate Invitation” will be sent from RLS on behalf of the
mortgage brokerage.

Mortgage Brokerage - Broker / Associate Invitation

You have been invited by the following mortgage brokerage to be a broker or associate for their brokerage:

EXTERNAL USER GUIDE

Mexsage from morigage brokerage;
External User Gusde MBMA
To respond to this mvitation, you must click the "Respoud to Invitation” button below. After you have clicked that button, you will be taken 1o the Jogin page for the Financial and Consumser Affasr Authonity’s (FCAA) onlime Registration and Licensing System (RLS). If you do sot have 2
User ID and password for RLS, you will need to create an account. Instroctions related to using RLS can be found on our website
o 1fyou are applying to be s mortgage broker, please visit this webpage
hep) sk ca regulated businesses pessoas persons mortgage -brokers
« i you are applyng to be a mortgage assocuate, please visit this webpage:
bete://fcan o sk ca/tegulated-busnesses Rersony PErsONy MOCFARS ASRSIES

1f you bave questions related to this mvitation, please contact the above mortgage brokerage

Please 40 not reply 10 this message as this email inbow i not moestoced, 1f you need 10 contact the Consumer Credit Divisica of FCAA, please &0 30 by emasl at fid@gov ok ca oc by phone at (306) 7676700

2. To accept the invitation, click the link in the email. In order to proceed with your application, you will
need to have an RLS account already. If you do not have an account, you will need to register one.

You will be brought to the RLS login page.

Financial and Consumer Affairs Authority

% Saskatchewan

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

e

Forgot your password? o

Enter your User ID and Password and click “Login”.
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3. You will be brought the invite screen. To continue with your application, click

Broker/Associate Invite

Brokerage Information

Brokerage Name EXTERNAL USER GUIDE
DBA Na

me

The Brokerage listed above has stated that you are a Broker or Associate for their Brokerage. By accepting this invitation you are declanng that this is true

Broker/Associate Invite Details

Pending Acceptance

Are you inviting a new broker or associate or inviting an ex yroker or New
ciate, who's lic d
Name External User
Last Name Broker
Email Address ennifer atkinson@gov sk ca
Confirm Email Address jennifer atki
nserted into the invitation emai Externa Guide MBMA

Account - CCD_MBROKER
Go to my profile (~)
Log Out [x)

To continue with your application, click “Accept Invitation”.

4. You will be brought to the first step of your application — “Event”.

Mortgage Broker or Associate

Step 1 H
Step 1
Event 122310-00 - MRT_ASC - NEW Pending Submission ot
2 ~
s Activity FC v‘

Step 3
Suitability for Licensing

d Your information will be

After completing the

saved

P bution on the right to pro

iep 4
Supporting Documents
Submission Instructions
Step 5
Declaration
Weicome to the Financial and Consumer Affairs Authority's (FCAA) online Registration and Licensing System (RLS)
Please take a moment to familiarize yourself with the licensing requirements and the information you will need to complete the submission process. You may wish 1o review the different pages
of the submission (the "Steps") in advance. While you will not be able to submit the submission to FCAA until all required fields have been completed, you can view the screens at any time
You can also review information on our website at www.fcaa.gov.sk.ca. When on the main FCAA webpage, please navigate o the appropriate program for further information

If you have any questions about ficensing requirements or about how fo use RLS to make a submission fo FCAA, please contact us at fid@gov.sk.ca or (306) 787-6700

Submission Information
Submission Number 122310-01

Licence Event Type New Application

Primary Contact Information

The primary contact is the individual who will be receiving communications and information from the FCAA regarding this request. If you are the primary contact, please select “Yes" below and
complete the remaining fields. If another individual should be the primary contact, please select "No™ below and provide the required information

Are you the primary contact person for th

Account - CCD_MBROKER
Go to my profile (A

Log Out [x]
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On the left side is your navigation menu where you can navigate to the different steps within the
application, log out or access your RLS account.

On the right side is your tools and actions menu where you can:

Save

=

e Save your filing if you need to walk away and come back to it;

Actions
&,

e Cancel your filing if you have started an application and didn’t intend to; %% and

Nest Prev

e Move forward and backwards one step using the next and previous arrow buttons. -~
Please note that you will not be able to submit the application if a step has any blank or missed

qguestions or required documentation uploads.

5. Confirm that you are the primary contact. If you are not the primary contact, click “No” and provide
the contact information for the primary contact.

Mortgage Broker or Associate = H %A ?
==
Step 1 (%
122310-00 - MRT_ASC - NEW Pending Submission et
o

Sﬁffl:ess Activity FC AYA ﬂ

Step 3
Suitability for Licensing
g the form click the = button on the right to proceed. Your information will be

Ol

Step 4

Supporting Documents

Submission Instructions
Step 5

Declaration

Waeicome to the Financial and Consumer Affairs Authority's (FCAA) online Registration and Licensing System (RLS)

Please take a moment to familiarize yourself with the licensing requirements and the information you will need to complete the submission process. You may wish to review the different
pages of the submission (the "Steps”) in advance. While you will not be able o submit the submission to FCAA untl all required fields have been completed, you can view the screens at any
time. You can aiso review information on our website at www.fcaa.gov.sk.ca When on the main FCAA webpage. please navigate to the appropriate program for further information

If you have any questions about licensing requirements or about how 1o use RLS 1o make a submission o FCAA, please contact us at fid@gov.sk.ca or (306) 787-6700

Submission Information

1 Number

a Event Type

Primary Contact Information

The primary contact is the individual who will be receiving communicatons and information from the FCAA regarding this request If you are the primary contact, please select “Yes” below
and complete the remaining fields. If another individual should be the primary contact, please select “No” below and provide the required information

Are you the primary contact person for this application?

Prefix First Name: Last Name Middie Name

Account - CCD_MBROKER

Go to my profile [~} Email Address

i s 9 Phone Number

The individual listed as the primary contact for the application will receive emails and may be contacted
by our office regarding the application and/or licence.

Once the primary contact information has been completed, click on the next arrow button on the right
side of the application. ™

~
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6. You will be brought to the “Business Activity” step of your application.

Mortgage Broker or Associate

B
Business Activity

‘g)iii_

Blisknsss Activity » F CM

Stop 3
Suitability for Licensing

After completing the form click the = button on the right to proceed. Your information will be saved
o hd 122310-00
Supporting Documents 00 -
Step 5 Business Activity Information

Declaration Name of Applicant:

First Name Middle Name Last Name

revious Legal Name(s Also known as name(s)

Broker Associate

alf of Licensee Name: EXTERNAL USER GUIDE. Operating Name: N/A

ity
tal Code
nce/Sta
Telephone Fax Email
Account - CCD_MBROKER
Go to my profile (A
Log Out (%)

Business Address

Answer the questions accurately and completely and upload all requested supporting documentation.
Please refer to the Mortgage Broker/Associate Licence Toolkit for specific guidance on the application
fields and supporting material requirements.

Once you have completed all fields on this step of the application, click the next arrow button on the
right side of the application.
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7. On the “Suitability for Licensing” step, you will need to answer the questions and upload a criminal
record check.

Mortgage Broker or Assoclate

Sultabllity for Licensing

Supporting Documents 122310.00 - External Guide

Criminal Record Detass

Stop 5
Declaration

During the past ten years, have you.

Yes No
Yes No
Yes No
Yos No
Yes No
Yes No
Yeos No
i you have any additional information or if you answered “Yes" to any of the above questions please upload These may provide additional

Information, detalls and specifics including dates, fines imposed and actions taken. Be sure to label the documents accordingly.

r ErTer— ol

During the past ten years, have you been a partner, director, officer or substantial shareholder (10% or more) of a firm or a corporation that has.

Yos No
Yes No
Yes No
Yes  No
Yes No
Yes No
Yes No
If you have any additional Information or If you answered “Yes" to any of the above questions please upload These may provide additional

information, detalls and specifics including dates, fines imposed and actions taken. Be sure to label the documents accordingly.

|  Add a Supporting Document |

Cnminal Record Checks

Account - CCO_MBROKER

Go o my profile Qo

Log Out 0

Criminal record checks should be dated no earlier than 3 months from the date you submit the
application to us.

If a criminal record check is required, persons resident in Canada will need to obtain it from any police
agency (RCMP, municipal police in any province) or a credit reporting agency registered in
Saskatchewan. You can obtain a list of registered credit reporting agencies under the Consumer
Protection heading at https://fcaa.gov.sk.ca/fcaa411.

Persons who are not resident in Canada can provide a CRC from a police agency, or another provider. If
using another provider, applicants should contact the appropriate regulatory division at the FCAA
(https://fcaa.gov.sk.ca/contact-us ) to ensure that provider will be acceptable.
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Once you have completed all fields on this step of the application, click the next arrow button on the
right side of the application.

8. You will be brought to the “Supporting Documents” step. Upload all the requested supporting
documentation.

Mortgage Broker or Assoclate

e

After complating the form click the = bution on the right to proceed. Your infarmation will ba saved

Supporting Documents 12231000 - External Guide

Stop 5 Supporting Materials
Declaration

Upload File

Yes No

Account - CCD_MBROKER

Go to my profile (~)

Log Out (x)

Please refer to the Mortgage Broker/Associate Licence Toolkit for specific guidance on the application
fields and supporting material requirements.

Once you have completed all fields on this step of the application, click the next arrow button on the
right side of the application.
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9. The final step in the application is the “Declaration” step. You will need to read and complete the
Statutory Declaration form. A link to the declaration form is provided on this page.

Upload the completed and signed Statutory Declaration form. Please note that the Statutory Declaration
must be sworn before a Commissioner for Oaths or Notary Public.

Click the “l Agree” box to agree to it.

Mortgage Broker or Associate

Step 5 EY
Declaration o seeswe. W
P
A by

122310-00 - External Guide

Submission Instructions

Step 5
Declaration

Prior to checking *I Agree™ and clicking the "Submit to FCAA" button, the submitter/applicant is encouraged to carefully review all information provided in the submission
By checking "I Agree” and clicking the “Submit to FCAA" button, the following will occur

© The submission will be forwarded to FCAA for review,

© The submission will be locked down and the submitter/applicant will not be able to make any changes to the submission,

o If FCAA identifies changes or requires additional information, the submission will be retuned to the submitter/applicant (via RLS) and the submission will be available for updates,
o If, prior to FCAA completing this review, the submitter/applicant identifies changes or wishes to provide additional information the submitter/applicant will need to contact FCAA directly.

After checking "I Agree” and clicking the "Submit to FCAA" button, an invoice will be created A submission may not be considered complete until the application fees have been remitted to
FCAA

| Agree”

Please upload the completed Statutory Declaration
1 Upload File

Click here for the Statutory Declaration Form to be completed and uploaded by the applicant

Account - CCD_MBROKER

Go to my profile (A
Log Out [}

Click “Submit to Brokerage”.
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10. A notification will be sent from RLS to the brokerage that sent the invitation. Once the brokerage has
reviewed your application, you will be prompted to pay for the application and licence fees and submit
your application to our office for review.

Mortgage Broker or Assoclate

12231000 - External Guide

Sutsmession Instructions

Declaration

Priof 10 checking "I Agred” and chcking the “Subeit 1o FCAA” button, Be submterapplcant 1s 0ncouraged 1o Carefuly foview all nlormiation provided i the submisson
By chacking *1 Agres” and chcking e “Subemit o FCAA" button, the fotlowng wil occur

* The submission will be 1orwardad 10 FCAA for review

« Tho submission will be Jcked down &nd the subMEerAPERCant wil NOt b abie 10 make Ary CAANGES 0 The SUbMISKION

« I FCAA idonstios changos of rquines addsonal information, 1o submission wil bo retatned 10 the submitierappiicant (via RLS) and the submession wil be available for updates
« It poiot 30 FCAA comploting thes reviow, the submitier/applicant idantifios changes or wishas 1o provide addsonal informaton thw subemitier/applicant will need to contact FCAA directly.

After chacking *) Agroe” and cicking tha *Subimit 1o FCAAT bution, an voice wil bo Created. A submission mary Not bo considered complote unsl the ApPUCANon foes Nive boen remmed 10
FCAA

Ploase upload the completed Statutory Declaration Extomal User Ginde docx
Yoownioad Eile

Click here for the Statutory Declaration Form to be complotod and uploaded by the applicant

The Brokerage has been notified and is reviewing your submission. You will be notified when the Brokerage has completed that review. At which time you will be prompted to pay the
application and licence fees, if any, and submit your application to the FCAA.

Thank you

Account - CCO_MBROKER

Goto my profie (]

Log O o :

You can navigate to your RLS home screen or log out of RLS. Please refer to the RLS Basics Guide for
additional information on navigating the RLS dashboard.

11. You can print a copy your completed application from your browser if you need to reference it or
would like to keep a copy for your records.

Using the navigation portal on the left side of the screen, you can move to the first step of your
application “Event” by clicking on it. You will be brought back to the licence screen.

Actions

7 e
On the right side of the screen, click the “Action” button o and select “Print Submission”.
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12. You can see if your licence is in progress or requires more information from the RLS home screen.

The “My Submissions in Review” portal list includes all submissions that you have successfully submitted
to FCAA for review.

The “My Pending Submissions” includes all submission that you are currently working on and have not
submitted. This portal also includes submissions that have been returned to you by our office for more
information.

Welcome to

FCAA Registration and

Licensing System

This is the Navigation Panel
This area is dynamic based on
your place in the application and
can be used as a primary tool to
navigate subsections of the
application

Your Licences / Apply for a Licence / Your Email
= Registrations / Registration / >
Usethe — button to toggle Endorsements / Film Endorsement / Or
the panel open or closed. Classifications Film Classification

At the bottom of this navigation
panel you can find your account
options, including log out

Account - CCD_TD2TEST
Go to my profile (~)

Log Out Q

Carefully read any emails sent to you to ensure all actions required are completed and all information
we may request in RLS is provided.

You will be notified by email of the progress of your submission through the review process. If your

licence is approved, you will receive a proof of completion email notice and can login to print your
licence.
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Request for More Information

All submissions made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”). In carrying out the review of your submission, the Superintendent
may require clarification or additional information. You will be notified by email if the Superintendent is
requesting more information regarding your submission.

You can also see if your licence is in progress or requires more information from the RLS home screen
using the portals on the right side of the screen:

e The “My Submissions in Review” portal list includes all submissions that you have successfully
submitted to FCAA for review.

e The “My Pending Submissions” includes all submission that you are currently working on and
have not submitted. This portal also includes submissions that have been returned to you by our
office for more information.

Welcome to

FCAA Registration and

Licensing System

This is the Navigation Panel.
This area is dynamic based on
your place in the application and
can be used as a primary tool to
navigate subsections of the
application

Your Licences / Apply for a‘Licence/ Your Email
o= Registrations / Registration /
Usethe — button to toggle Endorsements / Film Endorsement / Or
the panel open or closed. Classifications Film Classification

At the bottom of this navigation
panel you can find your account
options, including log out

Account - CCD_TD2TEST
Go to my profile (A)

Log Out Q

In order to have your submission processed in a timely manner ensure that you carefully read any emails
sent to you to ensure that all actions required are completed and all information we may request in RLS
is provided.

Please ensure that the email address in your RLS account information is checked regularly as all
communications from our office will be sent to this email address. To ensure that you receive all of your
RLS account communications, please add the RLS email address fcaarls@gov.sk.ca to your contact list.
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1. A “More Information Request” email will be sent from RLS if more information is required to
complete the review of your submission.

FCAARLS

More Information Requested - Mortgage Brokerage with Endorsement - New Application - 122313-00 - EXTERNAL USER GUIDE (Endorsement)

Thuis message 15 10 notify you that we have camed out a review of the Mortgage Brokerage with End New Application and a communication requesting clanfications or
additional mformation 1s now avalable

You can access this communication by clicking the link at the bottom of this email (note: the link is below the email signature an confidentiality notice information). Alsernately,
you can access this communication by logging in to the Financial and Coasumer Affasrs Authonity’s (FCAA) Registration and Licensing System (RLS)

(https//fcan saskatchewan ca), clicking on the "My Email Correspondence” button and locating a commumication with the date of this email

To provide the requested mformation, please log 1n to RLS and click on the portal “My Pending Submussions”. Locate the submussion by using the information n the subject line of
this email Each step in the submission that requires clanficatons or additional mnformation will be highlighted m yellow and mstructions will be available on each step. Steps
where changes or information are not needed are shown i green, and are locked down. Please contact us directly if changes are needed 10 one of more of these steps

Please do not reply to this message as this email inbox 15 not monitored. If you need to coatact us outssde of RLS, please do so by emaul at fid @gov sk ca or by phone at (306) 787-
6700

Thank you

2. To access the RLS login page, go to https://fcaa.saskatchwan.ca or click the link to the RLS login page
from the email.

Financial and Consumer Affairs Authority

% saskatchewan

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

Forgot your password? O

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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3. Click the link for the submission that requires more information from the “My Pending Submissions”
portal on the right side of the home screen.

Please note that it may take a few seconds for the submission to load.

Welcome to
FCAA Registration and
Licensing System |

This is the Navigation Panel : S EE——
This area is dynamic based on
your place in the application and
can be used as a primary tool to
navigate subsections of the
application. o .
Your Licences / Apply for a Licence /

Registrations / Registration /

Your Email
= Correspondences
Usethe — button fo foggle Endorsements / Film Endorsement / Or
the panel open or closed. Classifications Film Classification

At the bottom of this navigation
panel you can find your account
options, including log out.

Account - CCD_TD2TEST
Go to my profile (A)

Log Out Q
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4. You will be brought to the licence screen. Each step in the submission that requires clarification or
additional information will be highlighted in yellow and instructions will be available for completing each
step.

Mortgage Brokerage with Endorsement = /ﬁ\ % 1

Stop 1
Event Requested more information

Step 2
Business Activity

Step 3 fa)
Supporting Documents P -

Step 4 o
Declaration °

“PB Q

0 the

bmission process. You may wish to e
have be
the appropr

1 ad

» b you wil not be &
time. You can also review information on our website af

www fcaa.gov.sk.ca W

naviga! program for further information

It you have any questions about kconsing requirements or about how 10 use RLS to make a submission 1o FCAA, please contact us at fid@gov.sk.ca or (306) 787-6700

Submission Informatior

on Numbe

Primary Contact Information

The pamary contact 1s the individual who will be receiving communications and information from the FCAA regarding this request. If you are the primary contact, please select "Yes” below
and complete the remaining flelds. If another indwidual should be the primary contact, ploase select "No* below and provide the required information

First Name Last Name Misdie Name

Account - CCD_TO2TEST

Go 1o my profite [~) Email Address

Log Ot )

The submission steps where changes or additional information are not required will be shown in green
and are locked down.

You can navigate to the submission steps that require more information using the navigation panel on
the left hand side of the screen by clicking on each yellow step. You can also move through the
submission using the next and previous arrows on the right side of the screen.

You will only be able to make changes to the steps that are highlighted in yellow and the rest of the
application is locked down. If you need to make changes to information on a submission step that is
locked (i.e. shown in green and not yellow), please contact our office (see the “Contact Us” in this
guide).

Once you have completed all changes or provided the required supporting documents, use the next
arrow button to proceed to the “Declaration” step of the submission.
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5. On the “Declaration” step you will need to read the declaration and click the “I Agree” box to agree to
it.

Once a statutory declaration has been completed and uploaded for an application, it will not need to be
replaced if changes are made, unless specially requested by the FCAA.

Click “Submit to FCAA”.
6. You can print a copy of your updated submission from your browser if you need to reference it or
would like to keep a copy for your records.

On the right side of the licence screen click the “Action” button and select “Print Submission”.

Mortgage Brokerage with Endorsement % ?
Step 1 Step 1
Event 122313-00 - MRT_END - NEW T —
3 ~
FclNY
fter completing the form ciick the s button on the right o proceed. Your informabon will be i

save

Submission Instructions

Weicome to the Financial and Consumer Affairs Authority's (FCAA) oniine Registration and Licensing System (RLS)

Please take a moment 1o familianze yourself with the licensing requirements and the information you will need to complete the submission process You may wish to review the different
pages of the submission (the “Steps”) in advance. While you will not be able to submit the submission to FCAA until all required fields have been completed, you can view the screens at
any time. You can aiso review informabon on our website al www.fcaa.gov.sk.ca When on the main FCAA webpage, please navigate 1o the appropfiate program for further information

1f you have any questions about icensing requirements or about how to use RLS to make a submission to FCAA, please contact us at fid@gov.sk.ca of (306) 787-6700

Submission Information

Submission Number

Licence Event Type New Application

Primary Contact Information

The primary contact is the individual who will be receiving communicabons and information from the FCAA regarding this request If you are the primary contact, please select "Yes™ below
and complete the remaining fiekds. If another indwvidual should be the primary contact, please select "No” below and provide the required mformation

Are you the primary contact person for this application? Yes

Prefix First Name Last Name Middle Name
Extornal User

Title / Positon

Account - CCD_TD2TEST
Go tomy profile [}

Log Out o

Email Address

Phone Number
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Print a Licence

In order to print your licence, you will need to have an RLS account already. If you currently have a
licence and do not know your user ID or password, please review the RLS Basics Guide before

proceeding.

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

%‘ Saskatche

- GOVERNMENT OF SAS

AAZH,

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password
e

Forgot your password? o

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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2. Click on the “My Active Licences/Registrations” portal on the right hand side.

FCAA Registration and Licensing System

This ts the Navigation Panel This aroa is

dynamic based on your place in the application and
as a primary tool fo navigate

of the application

/
Apply for a Licence /

Your Licences /

button to toggle the panel open or

Registration /
Endorsement / Or Film

Classification

At the bottom of this navigation panel you can find
your account options, including fog out

Account - CCD_TD2TEST
Go to my profile (A
Log Out Q

3. Click the link for the Mortgage Associate licence.

Please note that it may take a few seconds for the licence information to load.

ome 1o
FCAA Registration and Licensing System

This is the Navigation Panel. This area is
dynamic based on your place in the application and
as a primary tool to navigate
s of the application

/
Apply for a Licence /
Registration /

Endorsement / Or Film

T button to toggle the panel open or Your Licences /

Your Email
Registrations /
Endorsements / Film

Correspondences

Licence # Program

Classification

Classifications =
Al the bottom of this navigation panel you can find 100884 ISER GUIDE

your account options, including fog out

Account - CCD_TD2TEST
Go'tomy profile [~}
Log Out Q
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4. You will be brought to the licence screen. Ensure that your pop-up blocker is disabled or you can
permit pop-ups from this site.

Click the “View Licence” button on the right hand side.

PR s v Lince Mortgage Broker/Assoclate Licence - 100652

oY

Azcourt - CCD MRROKER
G te oy prie )

L Ot Do)

5. Your licence will pop-up in a new window. Ensure that you have a PDF viewer or reader installed on
your computer. From the pop-up window you can print your licence.

Mortgage Beoker'Asscciate Licence - 1|

Mortgage Broker/Assig , o i crome

& hips//feas-ust saskatchewsn ca ; N, @

T

| Nar 08, 2010 Licence 100882
Y ey 1970 SASKATCHEWAN DR
Aatear REGINA SASKATCHEWAN 549 40
1 Lx

 Scanced 1) pers wn Beoker on benet of MARCH & 1979 MORTGAGE SROKERAGE LLP e
em— . o
|

Account - COO_MBROKER

v oy protie [~}

Lag One o
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Provide Information Update

Before you begin, please ensure you are familiar with The Mortgage Brokerages and Mortgage
Administrators Act (the “Act”) and The Mortgage Brokerages and Mortgage Administrators Regulations
(the “Regulations”) which outlines the requirements to carry on business as a mortgage associate in
Saskatchewan. The Act also requires mortgage associates to provide notification of significant changes
to your business.

All submissions made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your submission. You will be notified of the status of a submission (i.e. approved, rejected or
more information required) by our office.

You should have your documentation in order before you begin. If you forget or need to change some of
your information, you can save your progress through the application and return to it as you need to.
You can continue to make changes to your application until you submit the application to our office. If
you need to make changes to a submitted application, please contact our office (see the “Contact Us” in
this guide).

In order to proceed with your application, you will need to have an RLS account already. If you do not
have an account, you will need to register one. If you currently have a licence and do not know your user

ID or password, please review the RLS Basics Guide before proceeding.

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

| %‘ Saskatchewqq

GOVERNMENT OF

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

e

Forgot your password? o

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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2. Click on the “My Active Licences/Registrations” portal on the right hand side.

FCAA Registration and Licensing System

This ts the Navigation Panel This aroa is

dynamic based on your place in the application and
as a primary tool fo navigate

of the application

/
Apply for a Licence /

Your Licences /

button to toggle the panel open or

Registration /
Endorsement / Or Film

Classification

At the bottom of this navigation panel you can find
your account options, including fog out

Account - CCD_TD2TEST
Go to my profile (A
Log Out Q

3. Click on the link for the licence that you would like to update. Please note that it may take a few
seconds for the licence information to load.

Weicome to
FCAA Registration and Licensing System

This is the Navigation Panel. This area is

dynamic based on your place in the application and
be used as a primary fool to navigate

ctions of the application

- /
button to toggle the panel open or Your Licences / Apply for a Licence /
Registrations /

Endorsements / Film

Your Email

Registration /
Endorsement / Or Film

Correspondences

Licence # Program Name

Classification

Classifications
100884 Montg: EXTERNAL USER GUIDE

Al the bottom of this navigation panel you can find
your account options, including fog out

Account - CCD_TD2TEST
Go'to my profile [~}
Log Out Q
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4. You will be brought to the licence screen. Click on “Provide Information Update”.

Mortgsge BroneriAssocits Licence - |

Mortgage Broker/Associate Licence - 100652
=An

ence imoematon

1 SN I el 1 0 1ogired fing! o Plaasa conts
Naat £ 1 Arvod Rwiur ot w D 1
Accourt - CCD MBROKER
Gty e )
[ o |

5.You will be brought to the first page of the licence event.

Mortgage Broker or Assoclate

Step 1
121724-01 - MRT_ASC - CHNG

Pending Submission o
Suitability for Licensing -
After completing the form click the = button on the right to proceed Your information will be saved
Step 4
Supporting Documents Submission Instructions

tep 5
Declaration Welcome to the Financial and Consumer Affairs Authority's (FCAA) online Registration and Licensing System (RLS)

Piease take a moment to familiarize yourself with the licensing requirements and the information you wil need to complete the submission process. You may wish to review the different pages of the
submission (the “Steps") in advance. While you will not be able to submit the submission to FCAA until all required fieids have been completed, you can view the screens at any time. You can also review
information on our website at. www.fcaa.gov.sk.ca. When on the main FCAA webpage, please navigate to the appropriate program for further information

If you have any questions about licensing requirements of about how to Use RLS to make a submission to FCAA, please contact us at fid@gov.sk.ca or (306) 787-6700

Submission Information

Submission Number 121724-01

Licence Event

Primary Contact Information

The primary contact is the individual who will be receiving communications and information from the FCAA regarding this request. If you are the primary contact, please select *Yes" below and complete the
remaining fields. If another individual should be the primary contact, please select "No” below and provide the required information

Are you the primary cor

son for this application

Prefix First A

Midd

Account - CCD_MBROKER

© Externa )

Goto my profie [~

Log Out [x} T

i@ / Position
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On the right side is your tools and actions menu where you can:

Save

=

e Save your filing if you need to walk away and come back to it;
Actions
&7,

e Cancel your filing if you have started an application and didn’t intend to; %% and

Nest Prev

e Move forward and backwards one step using the next and previous arrow buttons. -~

Please note that you will not be able to submit the application if a step has any blank or missed
guestions or required documentation uploads.

Click the next arrow button on the right side of the application until you reach the application step you
would like to change information on.

6. Click the “Make Changes” button to unlock the application step you would like to change the
information on.

‘0 Business Activity

FCrava v

top
Suttablity for Uicensing
B 12172401 - 0t K

Step 4
Supparing Documenty

Step 5
Dectaration
Name of Apsisant

Change the information or documentation on the application step as you need to.

Click the next arrow button on the right side of the application, and continue to review and answer all
guestions on each step of the application.

26| Page



7. On the “Declaration” step you will need to read the declaration and click the “I Agree” box to agree to
it.

Once a statutory declaration has been completed and uploaded for an application, it will not need to be
replaced if changes are made, unless specially requested by the FCAA.

Morigape Broker or Associate

Declaration

B LY

Uy iy

abity for Licensing

1272401 -

o4
Supponing Documents

e
Dectacation

| 499 Bedit TOSE 118 30 ORENCe 00 Mgk A TAlNe O sy LSO ) T Scpermsnieot under The Mongage Erke:ses #0d Lotpage ADnsvarstiy A
AB rfomatcn provwied m T IDmESSon 18 Ui
1 Agree

Account . CCD_MIROKIR

0 ba wy porame o

Log Ot o

Click “Submit to FCAA”.
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8. Our office will review the filing and communicate using the email address and contact information
you provided to us at the beginning of the filing.

You can see if your licence is in progress or requires more information from the RLS home screen under
the “My Submissions in Review” portal. This list includes all submissions that you have successfully
submitted to FCAA for review.

Welcome to

FCAA Registration and

Licensing System

This is the Navigation Panel
This area is dynamic based on
your place in the application and
can be used as a primary tool fo
navigate subsections of the
application - 2
Your Licences / Apply for a Licence /
= Registrations / Registration /
Usethe ~ button to toggle Endorsements / Film Endorsement / Or

the panel open or closed. Classifications Film Classification

Your Email
Correspondences

At the bottom of this navigation
panel you can find your account
options, including log out

Account - CCD_TD2TEST
Go to my profile (A)

Log Out Q

Carefully read any emails sent to you to ensure all actions required are completed and all information
we may request in RLS is provided.

You will be notified by email of the progress of your submission through the review process. If your

licence is approved, you will receive a proof of completion email notice and can login to print your
licence.
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Submit Annual Return

Before you begin, please ensure you are familiar with The Mortgage Brokerages and Mortgage
Administrators Act (the “Act”) and The Mortgage Brokerages and Mortgage Administrators Regulations
(the “Regulations”) which outlines the requirements to carry on business as a mortgage associate in
Saskatchewan. The Act also requires mortgage associates to provide notification of significant changes
to your business.

Once you are licensed as a mortgage associate, you must comply with all aspects of the legislation.
Mortgage associates are responsible for ensuring they are familiar with and in compliance with all
legislative requirements, including annual, ongoing and notification requirements.

Annual returns are due June 30 of every year, as is the annual fee. You are able to start your annual
return submission in RLS one month prior to the due date (i.e. June 1 of each year). You can access a
summary of the requirements and supporting materials required in the Mortgage Broker Associate
Licence Toolkit and also on our webpage.

All submissions made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your submission. You will be notified of the status of a submission (i.e. approved, rejected or
more information required) by our office.

You should have your documentation in order before you begin. If you forget or need to change some of
your information, you can save your progress through the application and return to it as you need to.
You can continue to make changes to your application until you submit the application to our office. If
you need to make changes to a submitted application, please contact our office (see the “Contact Us” in
this guide).

In order to proceed with your application, you will need to have an RLS account already. If you do not

have an account, you will need to register one. If you currently have a licence and do not know your user
ID or password, please review the RLS Basics Guide before proceeding.
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1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

% Saskatchewan

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

Forgot your password? o
Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
2. Click on the “My Licences/Registrations that Require Action” portal.

Click on the link for the licence that you would like to make a submission for. Please note that it may
take a few seconds for the licence screen to load.

Il
=
~

—
FCAA Registration and Licensing System

This ts the Navigation Panel This aroa s
dyn ased on your place in the application and
can bo used as a primary tool to navigate

subsections of the application

DA
Usethe ~ button to toggle the panel open or
closed.

/
Apply for a Licence /

Your Licences /

Your Email

Registration /
Endorsement / Or Film

Correspondances

Classification

At the bottom of this navigation panel you can find
your account options, including fog out

Account - CCD_TD2TEST

Go to my profile Q

Log Out Q
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3. You will be brought to the licence screen. Click on the “Start Annual Return” button.

Martgage BrokenAsscciste L

Mortgage Broker/Associate Licence - 100659

FCi Y

[

S Sy a—

Accont , CCU_MDROKIR
0 42wy g Q

Log 0wt o ]

4. You will be brought to the first step of your annual return application — “Event”.

Mortgage Broker or Associate

, Step?
Evart 121741-03 - MRT_ASC - RNWL

AN

ep
Suitability for Licensing

Pending Submission

After completing the form click the s buttc

n the right to proceed Your information will be saved o
Step 5
Supporting Documents §

mission Instructions

i

Welcome to the Financial and Consumer Aftairs Authority's (FCAA) online Registration and Licensing System (RLS)

Please take a moment to familiarize yourself with the licensing requirements and the information you will need to complete the submission process. You may wish to review the different pages of the
submission (the “Steps”) in advance. While you will not be able to submit the submission to FCAA until all required fields have been completed, you can view the screens at any bime. You can also review
information on our website at www.fcaa.gov.sk.ca When on the main FCAA webpage, please navigate to the appropriate program for further informaton

I you have any questions about licensing requirements or about how to use RLS to make a submission to FCAA, please contact us at fid@gov.sk.ca or (306) 787-6700

Submission Information

Submission Numb

121741

t Type Annual Return

Primary Contact Information

The primary contact is the individual who will be receiving communications and information from the FCAA regarding this request. If you are the primary contact, please select "Yes” below and complete the
remaining fields. If another individual should be the primary contact, please select "No” below and provide the required information

¢ this application?

Yes  No
Prefix First Name Last Name Middie Name
Account - CCD_MBROKER
] Jse
Goto my profile Q
Log Out ) Title / Position
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On the right side is your tools and actions menu where you can:

Save

=

e Save your filing if you need to walk away and come back to it;

Actions
47,

e Cancel your filing if you have started an application and didn’t intend to; %% and

Nest Prev

e Move forward and backwards one step using the next and previous arrow buttons. -~
Please note that you will not be able to submit the application if a step has any blank or missed

guestions or required documentation uploads.

5. Confirm that you are the primary contact. If you are not the primary contact, click “No” and provide
the contact information for the primary contact.

Mortgage Broker or Associate = b 2

Event 121741-03 - MRT_ASC - RNWL Pending Submission ot

Step 3 ~

ia’ufu}uucmw < FC AN A /|

Step 4 o

Suitability for Licensing -
After compi form e & right 10 praceed. Your informetion wil be seved. o

Step 5
Supporting Documents

rs Authority's (FCAA) online Regis!

n and Licensing System (RLS)

¢ the different
ns at any bme. Y

1fyou h: nts o about ho

any questions about licensing requ

ission to FCAA, pleas: at fid@gov.sk.ca or (308) 787-6700

Submission Information

s request. If you are the primary contact, please select "Yes” below and complete the

Account . CCD_MBROKER

Goto my profile Q

Log Out o Title / Position

The individual listed as the primary contact for the annual return submission will receive emails and may
be contacted by our office regarding the filing and/or licence.

Click on the next arrow button on the right side of the annual return submission.
6. Review all of the information and documentation on each step of the annual return application. If
nothing has changed, click the next arrow button to move to the next step of the application.

Review each step and make sure you have answered all of the questions accurately and completely and
uploaded all supporting documentation required.
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7. On the “Declaration” step you will need to read the declaration and click the “l Agree” box to agree to
it.

Once a statutory declaration has been completed and uploaded for an application, it will not need to be
replaced if changes are made, unless specially requested by the FCAA.

Mortgage Broker or Associate

121741-03 - External User

Submission Instructions

1 am aware that it is an offence to make a false or misleading statement to the Superintendent under The Morfgage Brokerages and Morfgage Administrators Act (the "Act’)

s Al information provided in this annual return is true and reflects any changes in the reporting period from that previously reported in the licence appiication or preceding annual retur submitied by me Al other
eciaraRon Information provided to the Superintendent in the licence appiication of preceding annual return remains accurate

| have complied with the Act in the reporting period

| Agree

Account - CCD_MBROKER

Goto my profile [~}
Log Out [x}

Click “Submit to FCAA”.
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8. You will be brought to the “Invoice” step.

Invoice - 001804

Order Details

F
4
ololojlolo|e

Declaration Item Details

g | MenersC r"m VISA Procesd to Paymant

o

An annual return fee must be submitted along with your annual return. The fee can be paid online (by
credit card or online debit), or by cheque.

If you are paying by cheque, print and attach a copy of this invoice to the cheque payment. Cheques are
to be made payable to the Minister of Finance, and mailed along with a copy of the RLS invoice to our
office at:

Financial and Consumer Affairs Authority — Consumer Credit Division
Suite 601, 1919 Saskatchewan Drive
Regina, Saskatchewan S4P 4H2

To make an electronic payment, click the “Proceed to Payment” to complete the online payment. By
clicking “Proceed to Payment” you will be transferred to an external site powered by Moneris in order
to process your payment. The processing of your payment will be subject to the terms, conditions and
privacy policies of the payment processor. By choosing to use make a payment using this service, you
agree to pay us, through the payment processor, the listed "Charge Total". You must provide current,
complete and accurate billing information. The billing address and transaction result will be collected
by FCAA RLS. Please note that no full credit card numbers will be collected by FCAA RLS.

If you are paying by cheque, click the next arrow button on the right side of the application.
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9. Our office will review the annual submission and communicate using the email address and contact
information you provided us at the beginning of the submission.

You can see if your submission is in progress or requires more information from the RLS home screen
under the “My Submissions in Review” portal. This list includes all submissions that you have
successfully submitted to FCAA for review.

e K]

FCAA Registration and Licensing System

lavigation Panel This aroa is
ed on your place in the application and
a primary tool fo navigate
ons of the application

/
Apply for a Licence / Your Emal

Usethe ~ butlon to toggle the panel open or
closed.

Registration /
ent / Or Film

Correspondences

Al the bottom of this navigation panel you can find
your account options, including fog out

Account - CCD_TD2TEST
Go to my profile [~)
Log Out Q

Carefully read any emails sent to you to ensure all actions required are completed and all information
we may request in RLS is provided.

You will be notified by email of the progress of your submission through the review process. If your
annual return is approved, you will receive an approval completion email notice.
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Transferring Brokerages

Licensed mortgage associates who wish to transfer brokerages trigger the automatic suspension
provisions of The Mortgage Brokerages and Mortgage Administrators Act ( the “Act”). If you would like
to resign from your current brokerage your licence will be automatically suspended and you will have to
apply for reinstatement and pay the reinstatement fee.

Mortgage brokerages are required to make a termination submission to the Superintendent which will
automatically suspend your associate licence. To be reinstated under a different mortgage brokerage,
you need to be invited by a Mortgage Brokerage. The invitation is sent from the Mortgage Brokerage’s
RLS account. You will receive an invitation by email and are then responsible for completing the licence
reinstatement application.

If you are unsure of your specific requirements or need additional help or guidance, please contact our
office (see the “Contact Us” in this guide) or review the guidance available on our webpage.
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Mortgage Brokers

This section of the guide is specific to mortgage brokers to provide guidance on specific mortgage broker
processes. If you are not currently licensed as a mortgage broker or seeking licensing as a mortgage
broker, please refer the appropriate section of this guide.

Compliance with Legislation

The Mortgage Brokerages and Mortgage Administrators Act (the “Act”) and The Mortgage Brokerages
and Mortgage Administrators Regulations (the “Regulations”) provide the legislative framework for the
regulation of mortgage brokerages, brokers, associates and mortgage administrators in Saskatchewan.
The Act applies to all persons carrying on the business of brokering or administering mortgages in
Saskatchewan.

Once you are licensed as a mortgage broker, you must comply with all aspects of the legislation.
Mortgage brokers are responsible for ensuring they are familiar with and in compliance with all
legislative requirements, including annual, ongoing and notification requirements. If you are unsure of
your specific legislative requirements or need additional help or guidance, please contact our office (see
the “Contact Us” in this guide) or review the guidance available on our webpage.

Licensing Requirements

Mortgage brokers are individuals that broker mortgages on behalf of a licensed mortgage brokerage.
Mortgage broker applicants need to meet both education and experience requirements, or be exempt
from these requirements, and be found suitable for licensing.

Under the Regulations, an individual is exempt from the mortgage broker education and experience
requirements if they have authorization as any of the following:

e  British Columbia — Designated Individual

o Alberta —Mortgage Broker

e Manitoba — Authorized Official

e Ontario — Mortgage Broker

e Québec - Mortgage Broker Qualified to Manage an Agency or

e Québec - Fully Qualified Real Estate Broker Qualified to Manage an Agency

e New Brunswick - Mortgage Broker

Individuals who do not hold one of the above authorizations are not exempted from the mortgage
broker education and experience requirements, and need to demonstrate they meet the education and
experience requirements when they apply for a licence. You can access a summary of the application
and the supporting material requirements in the Mortgage Broker Associate Toolkit which has been
included in “Appendix A” of this guide and is also available on our webpage.

If you are unsure of your specific licensing requirements or need additional help or guidance, please
contact our office (see the “Contact Us” in this guide.)
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Apply for a Licence

Before you begin, please ensure you are familiar with The Mortgage Brokerages and Mortgage
Administrators Act (the “Act”) and The Mortgage Brokerages and Mortgage Administrators Regulations
(the “Regulations”) which outlines the requirements to carry on business as a mortgage broker in
Saskatchewan.

Mortgage brokers are individuals that broker mortgages on behalf of a licensed mortgage brokerage.
Mortgage broker applicants need to meet both education and experience requirements and be found
suitable for licensing. You can accesss a summary of the application and the supporting material
requirements in the Mortgage Associate Licence Toolkit which has been included in “Appendix A” of this
guide and is also available on our webpage.

To apply as a mortgage broker, you need to be invited by a Mortgage Brokerage. The invitation is sent
from the Mortgage Brokerage’s RLS account. You will receive an invitation by email and are then
responsible for completing the licence application.

All applications made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your application. You will be notified of the status of an application (i.e. approved, rejected or
more information required) by our office.

You should have your documentation in order before you begin. If you forget or need to change some of
your information, you can save your progress through the application and return to it as you need to.
You can continue to make changes to your application until you submit the application to our office. If
you need to make changes to a submitted application, please contact our office (see the “Contact Us” in
this guide).

In order to proceed with your application, you will need to have an RLS account already. If you do not

have an account, you will need to register one. If you currently have a licence and do not know your user
ID or password, please review the RLS Basics Guide before proceeding.
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1. A “Mortgage Brokerage — Broker/Associate Invitation” will be sent from RLS on behalf of the
mortgage brokerage.

Mortgage Brokerage - Broker / Associate Invitation

You have been invited by the following mortgage brokerage to be a broker or associate for their brokerage:

EXTERNAL USER GUIDE

Mexsage from morigage brokerage;
External User Gusde MBMA
To respond to this mvitation, you must click the "Respoud to Invitation” button below. After you have clicked that button, you will be taken 1o the Jogin page for the Financial and Consumser Affasr Authonity’s (FCAA) onlime Registration and Licensing System (RLS). If you do sot have 2
User ID and password for RLS, you will need to create an account. Instroctions related to using RLS can be found on our website
o 1fyou are applying to be s mortgage broker, please visit this webpage
hep) sk ca regulated businesses pessoas persons mortgage -brokers
« i you are applyng to be a mortgage assocuate, please visit this webpage:
bete://fcan o sk ca/tegulated-busnesses Rersony PErsONy MOCFARS ASRSIES

1f you bave questions related to this mvitation, please contact the above mortgage brokerage

Please 40 not reply 10 this message as this email inbow i not moestoced, 1f you need 10 contact the Consumer Credit Divisica of FCAA, please &0 30 by emasl at fid@gov ok ca oc by phone at (306) 7676700

2. To accept the invitation, click the link in the email. In order to proceed with your application, you will
need to have an RLS account already. If you do not have an account, you will need to register one.

You will be brought to the RLS login page.

Financial and Consumer Affairs Authority

% Saskatchewan

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

e

Forgot your password? o

Enter your User ID and Password and click “Login”.
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3. You will be brought the invite screen. To continue with your application, click

Broker/Associate Invite

Brokerage Information

Brokerage Name EXTERNAL USER GUIDE
DBA Na

me

The Brokerage listed above has stated that you are a Broker or Associate for their Brokerage. By accepting this invitation you are declanng that this is true

Broker/Associate Invite Details

Pending Acceptance

Are you inviting a new broker or associate or inviting an ex yroker or New
ciate, who's lic d
Name External User
Last Name Broker
Email Address ennifer atkinson@gov sk ca
Confirm Email Address jennifer atki
nserted into the invitation emai Externa Guide MBMA

Account - CCD_MBROKER
Go to my profile (~)
Log Out [x)

To continue with your application, click “Accept Invitation”.

4. You will be brought to the first step of your application — “Event”.

Mortgage Broker or Associate

Step 1 H
Step 1
Event 122310-00 - MRT_ASC - NEW Pending Submission ot
2 ~
s Activity FC v‘

Step 3
Suitability for Licensing

d Your information will be

After completing the

saved

P bution on the right to pro

iep 4
Supporting Documents
Submission Instructions
Step 5
Declaration
Weicome to the Financial and Consumer Affairs Authority's (FCAA) online Registration and Licensing System (RLS)
Please take a moment to familiarize yourself with the licensing requirements and the information you will need to complete the submission process. You may wish 1o review the different pages
of the submission (the "Steps") in advance. While you will not be able to submit the submission to FCAA until all required fields have been completed, you can view the screens at any time
You can also review information on our website at www.fcaa.gov.sk.ca. When on the main FCAA webpage, please navigate o the appropriate program for further information

If you have any questions about ficensing requirements or about how fo use RLS to make a submission fo FCAA, please contact us at fid@gov.sk.ca or (306) 787-6700

Submission Information
Submission Number 122310-01

Licence Event Type New Application

Primary Contact Information

The primary contact is the individual who will be receiving communications and information from the FCAA regarding this request. If you are the primary contact, please select “Yes" below and
complete the remaining fields. If another individual should be the primary contact, please select "No™ below and provide the required information

Are you the primary contact person for th

Account - CCD_MBROKER
Go to my profile (A

Log Out [x]
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On the left side is your navigation menu where you can navigate to the different steps within the
application, log out or access your RLS account.

On the right side is your tools and actions menu where you can:

Save

=

e Save your filing if you need to walk away and come back to it;

Actions
&,

e Cancel your filing if you have started an application and didn’t intend to; %% and

Nest Prev

e Move forward and backwards one step using the next and previous arrow buttons. -~
Please note that you will not be able to submit the application if a step has any blank or missed

qguestions or required documentation uploads.

5. Confirm that you are the primary contact. If you are not the primary contact, click “No” and provide
the contact information for the primary contact.

Mortgage Broker or Associate = H %A ?
==
Step 1 (%
122310-00 - MRT_ASC - NEW Pending Submission et
o

Sﬁffl:ess Activity FC AYA ﬂ

Step 3
Suitability for Licensing
g the form click the = button on the right to proceed. Your information will be

Ol

Step 4

Supporting Documents

Submission Instructions
Step 5

Declaration

Waeicome to the Financial and Consumer Affairs Authority's (FCAA) online Registration and Licensing System (RLS)

Please take a moment to familiarize yourself with the licensing requirements and the information you will need to complete the submission process. You may wish to review the different
pages of the submission (the "Steps”) in advance. While you will not be able o submit the submission to FCAA untl all required fields have been completed, you can view the screens at any
time. You can aiso review information on our website at www.fcaa.gov.sk.ca When on the main FCAA webpage. please navigate to the appropriate program for further information

If you have any questions about licensing requirements or about how 1o use RLS 1o make a submission o FCAA, please contact us at fid@gov.sk.ca or (306) 787-6700

Submission Information

1 Number

a Event Type

Primary Contact Information

The primary contact is the individual who will be receiving communicatons and information from the FCAA regarding this request If you are the primary contact, please select “Yes” below
and complete the remaining fields. If another individual should be the primary contact, please select “No” below and provide the required information

Are you the primary contact person for this application?

Prefix First Name: Last Name Middie Name

Account - CCD_MBROKER

Go to my profile [~} Email Address

i s 9 Phone Number

The individual listed as the primary contact for the application will receive emails and may be contacted
by our office regarding the application and/or licence.

Once the primary contact information has been completed, click on the next arrow button on the right
side of the application. ™

~
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6. You will be brought to the “Business Activity” step of your application.

Mortgage Broker or Associate

B
Business Activity

‘g)iii_

Blisknsss Activity » F CM

Stop 3
Suitability for Licensing

After completing the form click the = button on the right to proceed. Your information will be saved
o hd 122310-00
Supporting Documents 00 -
Step 5 Business Activity Information

Declaration Name of Applicant:

First Name Middle Name Last Name

revious Legal Name(s Also known as name(s)

Broker Associate

alf of Licensee Name: EXTERNAL USER GUIDE. Operating Name: N/A

ity
tal Code
nce/Sta
Telephone Fax Email
Account - CCD_MBROKER
Go to my profile (A
Log Out (%)

Business Address

Answer the questions accurately and completely and upload all requested supporting documentation.
Please refer to the Mortgage Broker/Associate Licence Toolkit for specific guidance on the application
fields and supporting material requirements.

Once you have completed all fields on this step of the application, click the next arrow button on the
right side of the application.
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7. On the “Suitability for Licensing” step, you will need to answer the questions and upload a criminal
record check.

Mortgage Broker or Assoclate

Sultabllity for Licensing

Supporting Documents 122310.00 - External Guide

Criminal Record Detass

Stop 5
Declaration

During the past ten years, have you.

Yes No
Yes No
Yes No
Yos No
Yes No
Yes No
Yeos No
i you have any additional information or if you answered “Yes" to any of the above questions please upload These may provide additional

Information, detalls and specifics including dates, fines imposed and actions taken. Be sure to label the documents accordingly.

r ErTer— ol

During the past ten years, have you been a partner, director, officer or substantial shareholder (10% or more) of a firm or a corporation that has.

Yos No
Yes No
Yes No
Yes  No
Yes No
Yes No
Yes No
If you have any additional Information or If you answered “Yes" to any of the above questions please upload These may provide additional

information, detalls and specifics including dates, fines imposed and actions taken. Be sure to label the documents accordingly.

|  Add a Supporting Document |

Cnminal Record Checks

Account - CCO_MBROKER

Go o my profile Qo

Log Out 0

Criminal record checks should be dated no earlier than 3 months from the date you submit the
application to us.

If a criminal record check is required, persons resident in Canada will need to obtain it from any police
agency (RCMP, municipal police in any province) or a credit reporting agency registered in
Saskatchewan. You can obtain a list of registered credit reporting agencies under the Consumer
Protection heading at https://fcaa.gov.sk.ca/fcaad11.

Persons who are not resident in Canada can provide a CRC from a police agency, or another provider. If
using another provider, applicants should contact the appropriate regulatory division at the FCAA
(https://fcaa.gov.sk.ca/contact-us ) to ensure that provider will be acceptable.
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Once you have completed all fields on this step of the application, click the next arrow button on the
right side of the application.

8. You will be brought to the “Supporting Documents” step. Upload all the requested supporting
documentation.

(g)iii.

-y
al After complating the form click the = bution on the right to proceed. Your information will be saved

Step 4
Supporting Documents 122310-00 - External Guide

Stop 5
Declaration

mbe ree references
endent 1o contact these Upload File

Yes No

Account - CCD_MBROKER

Go to my profile o

Log Out ()

Please refer to the Mortgage Broker/Associate Licence Toolkit for specific guidance on the application
fields and supporting material requirements.

Once you have completed all fields on this step of the application, click the next arrow button on the
right side of the application.
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9. The final step in the application is the “Declaration” step. You will need to read and complete the
Statutory Declaration form. A link to the declaration form is provided on this page.

Upload the completed and signed Statutory Declaration form. Please note that the Statutory Declaration
must be sworn before a commissioner for oaths or notary public.

Click the “l Agree” box to agree to it.

Mortgage Broker or Associate

Step 5 EY
Declaration o seeswe. W
P
A by

122310-00 - External Guide

Submission Instructions

Step 5
Declaration

Prior to checking *I Agree™ and clicking the "Submit to FCAA" button, the submitter/applicant is encouraged to carefully review all information provided in the submission
By checking "I Agree” and clicking the “Submit to FCAA" button, the following will occur

© The submission will be forwarded to FCAA for review,

© The submission will be locked down and the submitter/applicant will not be able to make any changes to the submission,

o If FCAA identifies changes or requires additional information, the submission will be retuned to the submitter/applicant (via RLS) and the submission will be available for updates,
o If, prior to FCAA completing this review, the submitter/applicant identifies changes or wishes to provide additional information the submitter/applicant will need to contact FCAA directly.

After checking "I Agree” and clicking the "Submit to FCAA" button, an invoice will be created A submission may not be considered complete until the application fees have been remitted to
FCAA

| Agree”

Please upload the completed Statutory Declaration
1 Upload File

Click here for the Statutory Declaration Form to be completed and uploaded by the applicant

Account - CCD_MBROKER

Go to my profile (A
Log Out [}

Click “Submit to Brokerage”.
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10. A notification will be sent from RLS to the brokerage that sent the invitation. Once the brokerage has
reviewed your application, you will be prompted to pay for the application and licence fees and submit
your application to our office for review.

Mortgage Broker or Assoclate

12231000 - External Guide

Sutsmession Instructions

Declaration

Priof 10 checking "I Agred” and chcking the “Subeit 1o FCAA” button, Be submterapplcant 1s 0ncouraged 1o Carefuly foview all nlormiation provided i the submisson
By chacking *1 Agres” and chcking e “Subemit o FCAA" button, the fotlowng wil occur

* The submission will be 1orwardad 10 FCAA for review

« Tho submission will be Jcked down &nd the subMEerAPERCant wil NOt b abie 10 make Ary CAANGES 0 The SUbMISKION

« I FCAA idonstios changos of rquines addsonal information, 1o submission wil bo retatned 10 the submitierappiicant (via RLS) and the submession wil be available for updates
« It poiot 30 FCAA comploting thes reviow, the submitier/applicant idantifios changes or wishas 1o provide addsonal informaton thw subemitier/applicant will need to contact FCAA directly.

After chacking *) Agroe” and cicking tha *Subimit 1o FCAAT bution, an voice wil bo Created. A submission mary Not bo considered complote unsl the ApPUCANon foes Nive boen remmed 10
FCAA

Ploase upload the completed Statutory Declaration Extomal User Ginde docx
Yoownioad Eile

Click here for the Statutory Declaration Form to be complotod and uploaded by the applicant

The Brokerage has been notified and is reviewing your submission. You will be notified when the Brokerage has completed that review. At which time you will be prompted to pay the
application and licence fees, if any, and submit your application to the FCAA.

Thank you

Account - CCO_MBROKER

Goto my profie (]

Log O o :

You can navigate to your RLS home screen or log out of RLS. Please refer to the RLS Basics Guide for
additional information on navigating the RLS dashboard.

11. You can print a copy your completed application from your browser if you need to reference it or
would like to keep a copy for your records.

Using the navigation portal on the left side of the screen, you can move to the first step of your
application “Event” by clicking on it. You will be brought back to the licence screen.

Actions

7 e
On the right side of the screen, click the “Action” button o and select “Print Submission”.
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12. You can see if your licence is in progress or requires more information from the RLS home screen.

The “My Submissions in Review” portal list includes all submissions that you have successfully submitted
to FCAA for review.

The “My Pending Submissions” includes all submission that you are currently working on and have not
submitted. This portal also includes submissions that have been returned to you by our office for more
information.

Welcome to

FCAA Registration and

Licensing System

This is the Navigation Panel
This area is dynamic based on
your place in the application and
can be used as a primary tool to
navigate subsections of the
application

Your Licences / Apply for a Licence / Your Email
= Registrations / Registration / >
Usethe — button to toggle Endorsements / Film Endorsement / Or
the panel open or closed. Classifications Film Classification

At the bottom of this navigation
panel you can find your account
options, including log out

Account - CCD_TD2TEST
Go to my profile (~)

Log Out Q

Carefully read any emails sent to you to ensure all actions required are completed and all information
we may request in RLS is provided.

You will be notified by email of the progress of your submission through the review process. If your

licence is approved, you will receive a proof of completion email notice and can login to print your
licence.

47 |Page



Request for More Information

All submissions made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”). In carrying out the review of your submission, the Superintendent
may require clarification or additional information. You will be notified by email if the Superintendent is
requesting more information regarding your submission.

You can also see if your licence is in progress or requires more information from the RLS home screen
using the portals on the right side of the screen:

e The “My Submissions in Review” portal list includes all submissions that you have successfully
submitted to FCAA for review.

e The “My Pending Submissions” includes all submission that you are currently working on and
have not submitted. This portal also includes submissions that have been returned to you by our
office for more information.

Welcome to

FCAA Registration and

Licensing System

This is the Navigation Panel.
This area is dynamic based on
your place in the application and
can be used as a primary tool to
navigate subsections of the
application

Your Licences / Apply for a‘Licence/ Your Email
o= Registrations / Registration /
Usethe — button to toggle Endorsements / Film Endorsement / Or
the panel open or closed. Classifications Film Classification

At the bottom of this navigation
panel you can find your account
options, including log out

Account - CCD_TD2TEST
Go to my profile (A)

Log Out Q

In order to have your submission processed in a timely manner ensure that you carefully read any emails
sent to you to ensure that all actions required are completed and all information we may request in RLS
is provided.

Please ensure that the email address in your RLS account information is checked regularly as all
communications from our office will be sent to this email address. To ensure that you receive all of your
RLS account communications, please add the RLS email address fcaarls@gov.sk.ca to your contact list.
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1. A “More Information Request” email will be sent from RLS if more information is required to
complete the review of your submission.

FCAARLS

More Information Requested - Mortgage Brokerage with Endorsement - New Application - 122313-00 - EXTERNAL USER GUIDE (Endorsement)

Thuis message 15 10 notify you that we have camed out a review of the Mortgage Brokerage with End New Application and a communication requesting clanfications or
additional mformation 1s now avalable

You can access this communication by clicking the link at the bottom of this email (note: the link is below the email signature an confidentiality notice information). Alsernately,
you can access this communication by logging in to the Financial and Coasumer Affasrs Authonity’s (FCAA) Registration and Licensing System (RLS)

(https//fcan saskatchewan ca), clicking on the "My Email Correspondence” button and locating a commumication with the date of this email

To provide the requested mformation, please log 1n to RLS and click on the portal “My Pending Submussions”. Locate the submussion by using the information n the subject line of
this email Each step in the submission that requires clanficatons or additional mnformation will be highlighted m yellow and mstructions will be available on each step. Steps
where changes or information are not needed are shown i green, and are locked down. Please contact us directly if changes are needed 10 one of more of these steps

Please do not reply to this message as this email inbox 15 not monitored. If you need to coatact us outssde of RLS, please do so by emaul at fid @gov sk ca or by phone at (306) 787-
6700

Thank you

2. To access the RLS login page, go to https://fcaa.saskatchwan.ca or click the link to the RLS login page
from the email.

Financial and Consumer Affairs Authority

% saskatchewan

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

Forgot your password? O

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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3. Click the link for the submission that requires more information from the “My Pending Submissions”
portal on the right side of the home screen.

Please note that it may take a few seconds for the submission to load.

Welcome to
FCAA Registration and
Licensing System |

This is the Navigation Panel : S EE——
This area is dynamic based on
your place in the application and
can be used as a primary tool to
navigate subsections of the
application. o .
Your Licences / Apply for a Licence /

Registrations / Registration /

Your Email
= Correspondences
Usethe — button fo foggle Endorsements / Film Endorsement / Or
the panel open or closed. Classifications Film Classification

At the bottom of this navigation
panel you can find your account
options, including log out.

Account - CCD_TD2TEST
Go to my profile (A)

Log Out Q
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4. You will be brought to the licence screen. Each step in the submission that requires clarification or
additional information will be highlighted in yellow and instructions will be available for completing each
step.

Mortgage Brokerage with Endorsement = /ﬁ\ % 1

Stop 1
Event Requested more information

Step 2
Business Activity

Step 3 fa)
Supporting Documents P -

Step 4 o
Declaration °

“PB Q

0 the

bmission process. You may wish to e
have be
the appropr

1 ad

» b you wil not be &
time. You can also review information on our website af

www fcaa.gov.sk.ca W

naviga! program for further information

It you have any questions about kconsing requirements or about how 10 use RLS to make a submission 1o FCAA, please contact us at fid@gov.sk.ca or (306) 787-6700

Submission Informatior

on Numbe

Primary Contact Information

The pamary contact 1s the individual who will be receiving communications and information from the FCAA regarding this request. If you are the primary contact, please select "Yes” below
and complete the remaining flelds. If another indwidual should be the primary contact, ploase select "No* below and provide the required information

First Name Last Name Misdie Name

Account - CCD_TO2TEST

Go 1o my profite [~) Email Address

Log Ot )

The submission steps where changes or additional information are not required will be shown in green
and are locked down.

You can navigate to the submission steps that require more information using the navigation panel on
the left hand side of the screen by clicking on each yellow step. You can also move through the
submission using the next and previous arrows on the right side of the screen.

You will only be able to make changes to the steps that are highlighted in yellow and the rest of the
application is locked down. If you need to make changes to information on a submission step that is
locked (i.e. shown in green and not yellow), please contact our office (see the “Contact Us” in this
guide).

Once you have completed all changes or provided the required supporting documents, use the next
arrow button to proceed to the “Declaration” step of the submission.
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5. On the “Declaration” step you will need to read the declaration and click the “I Agree” box to agree to
it.

Once a statutory declaration has been completed and uploaded for an application, it will not need to be
replaced if changes are made, unless specially requested by the FCAA.

Click “Submit to FCAA”.
6. You can print a copy of your updated submission from your browser if you need to reference it or
would like to keep a copy for your records.

On the right side of the licence screen click the “Action” button and select “Print Submission”.

Mortgage Brokerage with Endorsement % ?
Step 1 Step 1
Event 122313-00 - MRT_END - NEW T —
3 ~
FclNY
fter completing the form ciick the s button on the right o proceed. Your informabon will be i

save

Submission Instructions

Weicome to the Financial and Consumer Affairs Authority's (FCAA) oniine Registration and Licensing System (RLS)

Please take a moment 1o familianze yourself with the licensing requirements and the information you will need to complete the submission process You may wish to review the different
pages of the submission (the “Steps”) in advance. While you will not be able to submit the submission to FCAA until all required fields have been completed, you can view the screens at
any time. You can aiso review informabon on our website al www.fcaa.gov.sk.ca When on the main FCAA webpage, please navigate 1o the appropfiate program for further information

1f you have any questions about icensing requirements or about how to use RLS to make a submission to FCAA, please contact us at fid@gov.sk.ca of (306) 787-6700

Submission Information

Submission Number

Licence Event Type New Application

Primary Contact Information

The primary contact is the individual who will be receiving communicabons and information from the FCAA regarding this request If you are the primary contact, please select "Yes™ below
and complete the remaining fiekds. If another indwvidual should be the primary contact, please select "No” below and provide the required mformation

Are you the primary contact person for this application? Yes

Prefix First Name Last Name Middle Name
Extornal User

Title / Positon

Account - CCD_TD2TEST
Go tomy profile [}

Log Out o

Email Address

Phone Number
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Print A License

In order to print your licence, you will need to have an RLS account already. If you currently have a
licence and do not know your user ID or password, please review the RLS Basics Guide before

proceeding.

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

%‘ Saskatche

- GOVERNMENT OF SAS

AAZH,

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password
e

Forgot your password? o

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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2. Click on the “My Active Licences/Registrations” portal on the right hand side.

FCAA Registration and Licensing System

This ts the Navigation Panel This aroa is

dynamic based on your place in the application and
as a primary tool fo navigate

of the application

/
Apply for a Licence /

Your Licences /

button to toggle the panel open or

Registration /
Endorsement / Or Film

Classification

At the bottom of this navigation panel you can find
your account options, including fog out

Account - CCD_TD2TEST
Go to my profile (A
Log Out Q

3. Click the link for the Mortgage Broker licence.

Please note that it may take a few seconds for the licence information to load.

ome 1o
FCAA Registration and Licensing System

This is the Navigation Panel. This area is
dynamic based on your place in the application and
as a primary tool to navigate
s of the application

/
Apply for a Licence /
Registration /

Endorsement / Or Film

T button to toggle the panel open or Your Licences /

Your Email
Registrations /
Endorsements / Film

Correspondences

Licence # Program

Classification

Classifications =
Al the bottom of this navigation panel you can find 100884 ISER GUIDE

your account options, including fog out

Account - CCD_TD2TEST
Go'tomy profile [~}
Log Out Q
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4. You will be brought to the licence screen. Ensure that your pop-up blocker is disabled or you can
permit pop-ups from this site.

Click the “View Licence” button on the right hand side.

PR s v Lince Mortgage Broker/Assoclate Licence - 100652

oY

Azcourt - CCD MRROKER
G te oy prie )

L Ot Do)

5. Your licence will pop-up in a new window. Ensure that you have a PDF viewer or reader installed on
your computer. From the pop-up window you can print your licence.

Mortgage Beoker'Asscciate Licence - 1|

Mortgage Broker/Assig , o i crome

& hips//feas-ust saskatchewsn ca ; N, @

T

| Nar 08, 2010 Licence 100882
Y ey 1970 SASKATCHEWAN DR
Aatear REGINA SASKATCHEWAN 549 40
1 Lx

 Scanced 1) pers wn Beoker on benet of MARCH & 1979 MORTGAGE SROKERAGE LLP e
em— . o
|

Account - COO_MBROKER

v oy protie [~}

Lag One o
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Provide Information Update

Before you begin, please ensure you are familiar with The Mortgage Brokerages and Mortgage
Administrators Act (the “Act”) and The Mortgage Brokerages and Mortgage Administrators Regulations
(the “Regulations”) which outlines the requirements to carry on business as a mortgage broker in
Saskatchewan. The Act also requires mortgage brokers to provide notification of significant changes to
your business.

All submissions made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your submission. You will be notified of the status of a submission (i.e. approved, rejected or
more information required) by our office.

You should have your documentation in order before you begin. If you forget or need to change some of
your information, you can save your progress through the application and return to it as you need to.
You can continue to make changes to your application until you submit the application to our office. If
you need to make changes to a submitted application, please contact our office (see the “Contact Us” in
this guide).

In order to proceed with your application, you will need to have an RLS account already. If you do not
have an account, you will need to register one. If you currently have a licence and do not know your user

ID or password, please review the RLS Basics Guide before proceeding.

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

| %‘ Saskatchewqq

GOVERNMENT OF

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

e

Forgot your password? o

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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2. Click on the “My Active Licences/Registrations” portal on the right hand side.

FCAA Registration and Licensing System

This ts the Navigation Panel This aroa is

dynamic based on your place in the application and
as a primary tool fo navigate

of the application

/
Apply for a Licence /

Your Licences /

button to toggle the panel open or

Registration /
Endorsement / Or Film

Classification

At the bottom of this navigation panel you can find
your account options, including fog out

Account - CCD_TD2TEST
Go to my profile (A
Log Out Q

3. Click on the link for the licence that you would like to update. Please note that it may take a few
seconds for the licence information to load.

Weicome to
FCAA Registration and Licensing System

This is the Navigation Panel. This area is

dynamic based on your place in the application and
be used as a primary fool to navigate

ctions of the application

- /
button to toggle the panel open or Your Licences / Apply for a Licence /
Registrations /

Endorsements / Film

Your Email

Registration /
Endorsement / Or Film

Correspondences

Licence # Program Name

Classification

Classifications
100884 Montg: EXTERNAL USER GUIDE

Al the bottom of this navigation panel you can find
your account options, including fog out

Account - CCD_TD2TEST
Go'to my profile [~}
Log Out Q
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4. You will be brought to the licence screen. Click on “Provide Information Update”.

Mortgsge BroneriAssocits Licence - |

Mortgage Broker/Associate Licence - 100652
=An

ence imoematon

1 SN I el 1 0 1ogired fing! o Plaasa conts
Naat £ 1 Arvod Rwiur ot w D 1
Accourt - CCD MBROKER
Gty e )
[ o |

5.You will be brought to the first page of the licence event.

Mortgage Broker or Assoclate

Step 1
121724-01 - MRT_ASC - CHNG

Pending Submission o
Suitability for Licensing -
After completing the form click the = button on the right to proceed Your information will be saved
Step 4
Supporting Documents Submission Instructions

tep 5
Declaration Welcome to the Financial and Consumer Affairs Authority's (FCAA) online Registration and Licensing System (RLS)

Piease take a moment to familiarize yourself with the licensing requirements and the information you wil need to complete the submission process. You may wish to review the different pages of the
submission (the “Steps") in advance. While you will not be able to submit the submission to FCAA until all required fieids have been completed, you can view the screens at any time. You can also review
information on our website at. www.fcaa.gov.sk.ca. When on the main FCAA webpage, please navigate to the appropriate program for further information

If you have any questions about licensing requirements of about how to Use RLS to make a submission to FCAA, please contact us at fid@gov.sk.ca or (306) 787-6700

Submission Information

Submission Number 121724-01

Licence Event

Primary Contact Information

The primary contact is the individual who will be receiving communications and information from the FCAA regarding this request. If you are the primary contact, please select *Yes" below and complete the
remaining fields. If another individual should be the primary contact, please select "No” below and provide the required information

Are you the primary cor

son for this application

Prefix First A

Midd

Account - CCD_MBROKER

© Externa )

Goto my profie [~

Log Out [x} T

i@ / Position
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On the right side is your tools and actions menu where you can:

Save

=

e Save your filing if you need to walk away and come back to it;
Actions
&7,

e Cancel your filing if you have started an application and didn’t intend to; %% and

Nest Prev

e Move forward and backwards one step using the next and previous arrow buttons. -~

Please note that you will not be able to submit the application if a step has any blank or missed
guestions or required documentation uploads.

Click the next arrow button on the right side of the application until you reach the application step you
would like to change information on.

6. Click the “Make Changes” button to unlock the application step you would like to change the
information on.

‘0 Business Activity

FCrava v

top
Suttablity for Uicensing
B 12172401 - 0t K

Step 4
Supparing Documenty

Step 5
Dectaration
Name of Apsisant

Change the information or documentation on the application step as you need to.

Click the next arrow button on the right side of the application, and continue to review and answer all
guestions on each step of the application.
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7. On the “Declaration” step you will need to read the declaration and click the “I Agree” box to agree to
it.

Once a statutory declaration has been completed and uploaded for an application, it will not need to be
replaced if changes are made, unless specially requested by the FCAA.

Morigape Broker or Associate

Declaration

B LY

Uy iy

abity for Licensing

1272401 -

o4
Supponing Documents

e
Dectacation

| 499 Bedit TOSE 118 30 ORENCe 00 Mgk A TAlNe O sy LSO ) T Scpermsnieot under The Mongage Erke:ses #0d Lotpage ADnsvarstiy A
AB rfomatcn provwied m T IDmESSon 18 Ui
1 Agree

Account . CCD_MIROKIR

0 ba wy porame o

Log Ot o

Click “Submit to FCAA”.
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8. Our office will review the filing and communicate using the email address and contact information
you provided to us at the beginning of the filing.

You can see if your licence is in progress or requires more information from the RLS home screen under
the “My Submissions in Review” portal. This list includes all submissions that you have successfully
submitted to FCAA for review.

Welcome to

FCAA Registration and

Licensing System

This is the Navigation Panel
This area is dynamic based on
your place in the application and
can be used as a primary tool fo
navigate subsections of the
application - 2
Your Licences / Apply for a Licence /
= Registrations / Registration /
Usethe ~ button to toggle Endorsements / Film Endorsement / Or

the panel open or closed. Classifications Film Classification

Your Email
Correspondences

At the bottom of this navigation
panel you can find your account
options, including log out

Account - CCD_TD2TEST
Go to my profile (A)

Log Out Q

Carefully read any emails sent to you to ensure all actions required are completed and all information
we may request in RLS is provided.

You will be notified by email of the progress of your submission through the review process. If your

licence is approved, you will receive a proof of completion email notice and can login to print your
licence.

6l|Page



Submit Annual Return

Before you begin, please ensure you are familiar with The Mortgage Brokerages and Mortgage
Administrators Act (the “Act”) and The Mortgage Brokerages and Mortgage Administrators Regulations
(the “Regulations”) which outlines the requirements to carry on business as a mortgage broker in
Saskatchewan. The Act also requires mortgage brokers to provide notification of significant changes to
your business.

Once you are licensed as a mortgage broker, you must comply with all aspects of the legislation.
Mortgage brokers are responsible for ensuring they are familiar with and in compliance with all
legislative requirements, including annual, ongoing and notification requirements.

You are able to start your annual return submission in RLS one month prior to the due date. You can
access a summary of the requirements and supporting materials required in the Mortgage Broker
Associate Licence Toolkit and also on our webpage.

All submissions made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your submission. You will be notified of the status of a submission (i.e. approved, rejected or
more information required) by our office.

You should have your documentation in order before you begin. If you forget or need to change some of
your information, you can save your progress through the application and return to it as you need to.
You can continue to make changes to your application until you submit the application to our office. If
you need to make changes to a submitted application, please contact our office (see the “Contact Us” in
this guide).

In order to proceed with your application, you will need to have an RLS account already. If you do not

have an account, you will need to register one. If you currently have a licence and do not know your user
ID or password, please review the RLS Basics Guide before proceeding.
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1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

% Saskatchewan

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

Forgot your password? o
Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
2. Click on the “My Licences/Registrations that Require Action” portal.

Click on the link for the licence that you would like to make a submission for. Please note that it may
take a few seconds for the licence screen to load.

Il
=
~

—
FCAA Registration and Licensing System

This ts the Navigation Panel This aroa s
dyn ased on your place in the application and
can bo used as a primary tool to navigate

subsections of the application

DA
Usethe ~ button to toggle the panel open or
closed.

/
Apply for a Licence /

Your Licences /

Your Email

Registration /
Endorsement / Or Film

Correspondances

Classification

At the bottom of this navigation panel you can find
your account options, including fog out

Account - CCD_TD2TEST

Go to my profile Q

Log Out Q
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3. You will be brought to the licence screen. Click on the “Start Annual Return” button.

Martgage BrokenAsscciste L

Mortgage Broker/Associate Licence - 100659

FCi Y

[

S Sy a—

Accont , CCU_MDROKIR
0 42wy g Q

Log 0wt o ]

4. You will be brought to the first step of your annual return application — “Event”.

Mortgage Broker or Associate

, Step?
Evart 121741-03 - MRT_ASC - RNWL

AN

ep
Suitability for Licensing

Pending Submission

After completing the form click the s buttc

n the right to proceed Your information will be saved o
Step 5
Supporting Documents §

mission Instructions

i

Welcome to the Financial and Consumer Aftairs Authority's (FCAA) online Registration and Licensing System (RLS)

Please take a moment to familiarize yourself with the licensing requirements and the information you will need to complete the submission process. You may wish to review the different pages of the
submission (the “Steps”) in advance. While you will not be able to submit the submission to FCAA until all required fields have been completed, you can view the screens at any bime. You can also review
information on our website at www.fcaa.gov.sk.ca When on the main FCAA webpage, please navigate to the appropriate program for further informaton

I you have any questions about licensing requirements or about how to use RLS to make a submission to FCAA, please contact us at fid@gov.sk.ca or (306) 787-6700

Submission Information

Submission Numb

121741

t Type Annual Return

Primary Contact Information

The primary contact is the individual who will be receiving communications and information from the FCAA regarding this request. If you are the primary contact, please select "Yes” below and complete the
remaining fields. If another individual should be the primary contact, please select "No” below and provide the required information

¢ this application?

Yes  No
Prefix First Name Last Name Middie Name
Account - CCD_MBROKER
] Jse
Goto my profile Q
Log Out ) Title / Position

64|Page



On the right side is your tools and actions menu where you can:

Save

=

e Save your filing if you need to walk away and come back to it;

Actions
47,

e Cancel your filing if you have started an application and didn’t intend to; %% and

Nest Prev

e Move forward and backwards one step using the next and previous arrow buttons. -~
Please note that you will not be able to submit the application if a step has any blank or missed

guestions or required documentation uploads.

5. Confirm that you are the primary contact. If you are not the primary contact, click “No” and provide
the contact information for the primary contact.

Mortgage Broker or Associate = b 2

Event 121741-03 - MRT_ASC - RNWL Pending Submission ot

Step 3 ~

ia’ufu}uucmw < FC AN A /|

Step 4 o

Suitability for Licensing -
After compi form e & right 10 praceed. Your informetion wil be seved. o

Step 5
Supporting Documents

rs Authority's (FCAA) online Regis!

n and Licensing System (RLS)

¢ the different
ns at any bme. Y

1fyou h: nts o about ho

any questions about licensing requ

ission to FCAA, pleas: at fid@gov.sk.ca or (308) 787-6700

Submission Information

s request. If you are the primary contact, please select "Yes” below and complete the

Account . CCD_MBROKER

Goto my profile Q

Log Out o Title / Position

The individual listed as the primary contact for the annual return submission will receive emails and may
be contacted by our office regarding the filing and/or licence.

Click on the next arrow button on the right side of the annual return submission.
6. Review all of the information and documentation on each step of the annual return application. If
nothing has changed, click the next arrow button to move to the next step of the application.

Review each step and make sure you have answered all of the questions accurately and completely and
uploaded all supporting documentation required.
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7. On the “Declaration” step you will need to read the declaration and click the “l Agree” box to agree to
it.

Once a statutory declaration has been completed and uploaded for an application, it will not need to be
replaced if changes are made, unless specially requested by the FCAA.

Mortgage Broker or Associate

121741-03 - External User

Submission Instructions

1 am aware that it is an offence to make a false or misleading statement to the Superintendent under The Morfgage Brokerages and Morfgage Administrators Act (the "Act’)

s Al information provided in this annual return is true and reflects any changes in the reporting period from that previously reported in the licence appiication or preceding annual retur submitied by me Al other
eciaraRon Information provided to the Superintendent in the licence appiication of preceding annual return remains accurate

| have complied with the Act in the reporting period

| Agree

Account - CCD_MBROKER

Goto my profile [~}
Log Out [x}

Click “Submit to FCAA”.
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8. You will be brought to the “Invoice” step.

Invoice - 001804

Order Details

F
4
ololojlolo|e

Declaration Item Details

g | MenersC r"m VISA Procesd to Paymant

o

An annual return fee must be submitted along with your annual return. The fee can be paid online (by
credit card or online debit), or by cheque.

If you are paying by cheque, print and attach a copy of this invoice to the cheque payment. Cheques are
to be made payable to the Minister of Finance, and mailed along with a copy of the RLS invoice to our
office at:

Financial and Consumer Affairs Authority — Consumer Credit Division
Suite 601, 1919 Saskatchewan Drive
Regina, Saskatchewan S4P 4H2

To make an electronic payment, click the “Proceed to Payment” to complete the online payment. By
clicking “Proceed to Payment” you will be transferred to an external site powered by Moneris in order
to process your payment. The processing of your payment will be subject to the terms, conditions and
privacy policies of the payment processor. By choosing to use make a payment using this service, you
agree to pay us, through the payment processor, the listed "Charge Total". You must provide current,
complete and accurate billing information. The billing address and transaction result will be collected
by FCAA RLS. Please note that no full credit card numbers will be collected by FCAA RLS.

If you are paying by cheque, click the next arrow button on the right side of the application.
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9. Our office will review the annual submission and communicate using the email address and contact
information you provided us at the beginning of the submission.

You can see if your submission is in progress or requires more information from the RLS home screen
under the “My Submissions in Review” portal. This list includes all submissions that you have
successfully submitted to FCAA for review.

e K]

FCAA Registration and Licensing System

lavigation Panel This aroa is
ed on your place in the application and
a primary tool fo navigate
ons of the application

/
Apply for a Licence / Your Emal

Usethe ~ butlon to toggle the panel open or
closed.

Registration /
ent / Or Film

Correspondences

Al the bottom of this navigation panel you can find
your account options, including fog out

Account - CCD_TD2TEST
Go to my profile [~)
Log Out Q

Carefully read any emails sent to you to ensure all actions required are completed and all information
we may request in RLS is provided.

You will be notified by email of the progress of your submission through the review process. If your

annual return is approved, you will receive an approval completion email notice and can login to print
your licence.
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Transferring Brokerages

Licensed mortgage brokers who wish to transfer brokerages trigger the automatic suspension provisions
of The Mortgage Brokerages and Mortgage Administrators Act ( the “Act”). If you would like to resign
from your current brokerage your licence will be automatically suspended and you will have to apply for
reinstatement and pay the reinstatement fee.

Mortgage brokerages are required to make a termination submission to the Superintendent which will
automatically suspend your broker licence. To be reinstated under a different mortgage brokerage, you
need to be invited by a Mortgage Brokerage. The invitation is sent from the Mortgage Brokerage’s RLS
account. You will receive an invitation by email and are then responsible for completing the licence
reinstatement application.

If you are unsure of your specific requirements or need additional help or guidance, please contact our
office (see the “Contact Us” in this guide) or review the guidance available on our webpage.
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Mortgage Brokerage

This section of the guide is specific to mortgage brokerages to provide guidance on specific mortgage
brokerage processes. If you are not currently licensed as a mortgage brokerage or seeking licensing as a
mortgage brokerage, please refer the appropriate section of this guide.

Compliance with Legislation

The Mortgage Brokerages and Mortgage Administrators Act (the “Act”) and The Mortgage Brokerages
and Mortgage Administrators Regulations (the “Regulations”) provide the legislative framework for the
regulation of mortgage brokerages, brokers, associates and mortgage administrators in Saskatchewan.
The Act applies to all persons carrying on the business of brokering or administering mortgages in
Saskatchewan.

Once you are licensed as a mortgage brokerage, you must comply with all aspects of the legislation. The
brokerage is also responsible to ensure that every broker and every associate brokering mortgages on its
behalf also complies with the legislation.

The legislation requires the mortgage brokerage to have policies and procedures in place that are
reasonably designed to ensure compliance with all legislative requirements. These policies and
procedures must be periodically reviewed by the brokerage’s principal broker, who is required to make
written submissions to the brokerage if the policies and procedures are not adequate.

If you are unsure of your specific legislative requirements or need additional help or guidance, please
contact our office (see the “Contact Us” in this guide) or review the guidance available on our webpage.

Mortgage Brokerages with an Endorsement

A mortgage brokerage that obtains an endorsement needs to comply with the requirements mortgage
brokerages without endorsements need to meet, as well as the additional provisions such as those
relating to money handling, reporting, and financial security.

These requirements are complex, and mortgage brokerages that have an endorsement need to ensure
they have a thorough understanding of all requirements.

Mortgage brokerages with an endorsement must maintain compliance with the financial security
requirements set by the Superintendent. They must also provide the necessary annual filings, including
audited financial statements and an audit report confirming compliance with the legislation. Additional
information on these requirements can be found on our webpage.
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Licensing Requirements

The Act requires that mortgage brokerages carrying on the business of brokering or administrating
mortgages in Saskatchewan obtain a licence to carry on business in Saskatchewan.

If you are unsure of your specific licensing requirements or need additional help or guidance, please
contact our office (see the “Contact Us” in this guide).
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Apply for a Mortgage Brokerage Licence

Before you begin, please ensure you are familiar with The Mortgage Brokerages and Mortgage
Administrators Act (the “MBMA Act”) and The Mortgage Brokerages and Mortgage Administrators
Regulations (the “MBMA Regulations”) which outlines the requirements to carry on business as a
mortgage brokerage in Saskatchewan.

A mortgage brokerage is a corporation, partnership or sole proprietorship that:
e Solicits another person to obtain a mortgage loan or to make an investment in a mortgage, but
only if the soliciting is done on behalf of another person;
o Negotiates or arranges a mortgage loan or an investment in a mortgage on behalf of another
person; and
e Provides advice to a person with respect to the appropriateness of obtaining a particular
mortgage loan; or, making a particular investment in a mortgage.

You can access a summary of the application and the supporting material requirements in the Mortgage
Brokerage Licence Toolkit which has been included in “Appendix B” of this guide and is also available on
our webpage.

All applications made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your application. You will be notified of the status of an application (i.e. approved, rejected or
more information required) by our office.

You should have your documentation in order before you begin. If you forget or need to change some of
your information, you can save your progress through the application and return to it as you need to.
You can access a summary of the application and supporting material requirements in the Mortgage
Brokerage Licence Toolkit.

If you are a brand new Mortgage Brokerage (i.e. have not been licensed) you will need to invite a broker
to join your brokerage prior to submitting your application in RLS. Inviting a broker can be done at any
point during the application by clicking on the “My Brokers/Associates” tab in the navigation portal on
the left hand side of the screen. Please refer to the “Invite Brokers/Associates” section of the guide for
additional guidance or contact our office (see the “Contact Us” in this guide).

In order to proceed with your application, you will need to have an RLS account already. If you do not

have an account, you will need to register one. If you currently have a licence and do not know your user
ID or password, please review the RLS Basics Guide before proceeding.
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Apply for a Licence

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

% Saskatchewan

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

Forgot your password? 0

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.

2. Click on the “Apply for a New Licence” button.

Welcome to

FCAA Registration and

Licensing System

This is the Navigation Panel
This area is dynamic based on
your place in the application and

can be used as a primary tool to A 4
navigate subsections of the Q}
application 4

Your Licences / Apply for a Licence / Your Email
J— Registrations / Registration / Correspondences
Usethe — button to toggle Endorsements / Film Endorsement / Or
the panel open or closed. Classifications Film Classification

At the bottom of this navigation
panel you can find your account
options, including log out

Account - CCD_TD2TEST

Go to my profile (A)

Log Out ()
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3. Select “Consumer Credit” as the Licensing Division.

Save

Licence Selection Licence Wizard Records H
Licence Selection

Type of Licence

Select the Licencing Division O Consumer Credit

Consumer Protection

Insurance
Pensions
Select the Licence \ Registration you wish to apply for oo s ol o
Account -CCD_TD2TEST
Go to my profile Q@
Log Out Q
" ”n
4. Select “Mortgage Brokerage” from the dropdown menu.
Licence Selection Licence Wizard Records ‘E—‘
Licence Selection
Type of Licence
Select the Licencing Division
~ Consumer Credit
Consumer Protection
Insurance
Pensions
Select the Licence \ Registration you wish 1o apply for Please select to reveal list o

Loan Broker

Mortgage Administrator

Mortgage Broker/Associate

Mortgage Brokerage

ge Brokerage with Endorsement

v - Legal Entity

fer - Physical Location

Trust, Loan, or Financing

Corporation

Account - CCD_TD2TEST

Go to my profile (A)

Log Out [x)
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5. Carefully review the “Before You Begin” section. You can print this page from your browser if you
need to reference it.

Licence Selection Licence Wizard Records
Licence Selection

Ei

Type of Licence

Select the Lice

g Divisiof
ing Division 0 Consumer Credit

Consumer Protection
Insurance

Pensions

the Licence \ Registration you wish to apply for

Mortgage Administrator (V]

Before You Begin

me to

the Financial and Consumer Affairs Authority's (FCAA) online Registration and Lic

ourself with the licensing req
you may wish to review the different p
an view the ns at any time

N pr

ed the s

nission (by

Please take a momen milias i
) submission to FCAA until all required

clicking the green button below
fields have been completed. y
administrators

information you will need to complete the subm ce you
mission (the “Steps") in advance. While you will not be able to submit t
can also review information on our we! at_ http:/ffcaa.gov.sk. i

f you have any questions about licensing requirements

out ho ake a submission to FCAA, please contact us (c

‘mation avail

le via the above link

After You Submit

Once you have completed your submission, it will be reviewed by FCAA. You m contacted to provide additional information in order to complet ew process Your timely response to
these requests will ensure the review of your submission is not delayed You will be advised of the progress of your submission electronically by emai
ss other ve from FC urn to the RLS portal to ur information
Security Controls
For security pu emember that we will never ask you for your
Terms of Use
rised of the r ns visions") that administer a number of regulatory programs pursuant to various legisiation gulatory
ing this system, includin jormation (“Information”), | ac dge, recognize and understand that any and all informat; ovide AA and/or
ulatory Divis r any of its Reguiatory Divisions as authonzed by Reguiato other appiicable laws, including the shar t

Account - CCD_TD2TEST

Go to my profile (~)
Log Out [x)

Click “I acknowledge”.

6. You will be brought to the first step of your application — “Event”.

Mortgage Administrator

Step 1 [
Step 1
Event 122331-00 - MRT_APP - NEW Pending Submission st

Ste el
;i.sirfess Entity F C y

Step 3

Business Activity =
After completing the form click the # button on the right to proceed. Your information will b 3
saved

Step 4

Locations

Submission Instructions

Step 5

Suitability for Licensing

it Weicome to the Financial and Consumer Affairs Authority's (FCAA) online Registration and Licensing System (RLS)

Step 6

Supporting Documents Please take a moment to familiarize yourself with the licensing requirements and the information you will need to complete the submission process. You may wish 10 review the different
pages of the submission (the “Steps”) in advance. While you will not be able to submit the submission to FCAA until all required fields have been completed, you can view the screens at any

Step 7 time. You can aiso review information on our website at. www.fcaa.gov.sk.ca When on the main FCAA webpage, please navigate (o the appropriate program for further information

Declaration

If you have any questions about licensing requirements or about how to use RLS to make a submission to FCAA, please contact us at fid@gov.sk.ca or (306) 787-6700

Submission Information

Submission Number

Licence Event Type New Application

Primary Contact Information

The primary contact is the individual who will be receiving communications and information from the FCAA regarding this request If you are the primary contact, please select "Yes” below
and complete the remaining fields. If another individual should be the primary contact. please select "No” below and provide the required information

Are you the primary contact person for th ication?

First Name' Last Name Middie Name

Title / Position

Account - CCD_TD2TEST |
Goto my profle () Email Address

s b o Phone Number
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On the left side is your navigation menu where you can navigate to the different steps within the
application, log out or access your RLS account.

On the right side is your tools and actions menu where you can:

Save

=

e Save your filing if you need to walk away and come back to it;
Actions
&,

e Cancel your filing if you have started an application and didn’t intend to; %% and

Nest Prev

ﬁ.

e Move forward and backwards one step using the next and previous arrow buttons.
Please note that you will not be able to submit the application if a step has any blank or missed

qguestions or required documentation uploads.

7. Confirm that you are the primary contact. If you are not the primary contact, click “No” and provide
the contact information for the primary contact.

Mortgage Brokerage

N Step 1 [r‘

Step 1 .

Event 122250-00 - MRT_BRK - NEW Pending Submission et
~

Step 2
Business Entity

Stop 3

Business Activity e
After completing the form click the = button on the right to proceed. Your information will be
Stop 4 Aavad
Locations
Submission Instructions

Step 5
Suitability for Licensing

Welcome to the Financial and Consumer Affairs Authority's (FCAA) online Registration and Licensing System (RLS)

Step 6
Supporting Documents Please take a moment to familianize yourself with the licensing requirements and the information you will need to complete the submission process. You may wish to review the different

pages of the submission (the "Steps”) in advance. While you will not be able to submit the submission to FCAA until all required fields have been completed, you can view the screens at any
Step 7 time. You can also review information on our website at www.fcaa.gov.sk.ca When on the main FCAA webpage, please navigate 1o the appropriate program for further information

Declaration
f you have any questions about hcensing requirements or about how to use RLS 1o make a submission to FCAA, please contact us at fid@gov.sk.ca or (306) 787-6700

Submission Information

New Application

Primary Contact Information

The primary contact is the individual who will be T
and complete the remaining fields. If another individu

and information from the FCAA regarding this request. If you are the primary contact, please select “Yes" below
y contact, please select "No™ below and provide the required information

Are you the primary contact person for this apg

Yes No
Profix First Name Last Name Middle Name
o
tie i
Account - CCD_TD2TEST
Gotomy profile (A) Email Addres
Log Out
i L) Phone Numba

The individual listed as the primary contact for the application will receive emails and may be contacted
by our office regarding the application and/or licence.

Once the primary contact information has been completed, click on the next arrow button on the right
side of the application. ™
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8. You will be brought to the “Business Entity” step of your application. Select the type of business entity
exactly as you are registered with Information Services Corporation (ISC) Corporate Registry.

The way you have registered your business will affect the application questions you fill out.

Mortgage Brokerage

m 0 Business Entity E,:J

Step 2 A

IV, .,;
7 |

Step

Business Activity

After completing the form click the = bution on the right to proceed. Your information will be saved
Step 4

Locations 122250-00 -

Step 5 Business Entity Information
Suitability for Licensing

e
Step 6
Supporting Documents Please = e
P
Step 7 Mailing Address Informatior
Sl Mailing Address Information
Head office of the applicant
Mailing Address Loo
Street
Telephone Fax
Email address
Address for Service
Account - CCD_TD2TEST o Maling address o addioss for Sonice 1n
skatchewar R . Yes  No
i ° Saskatchewan?

Log Out [x]

Answer the questions accurately and completely and upload all requested supporting documentation.
Please refer to the Mortgage Brokerage Licence Toolkit for specific guidance on the application fields
and supporting material requirements.

Once you have completed all fields on this step of the application, click the next arrow button on the
right side of the application.
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9. On the “Business Activity” step, you will need to answer the questions and upload proof of your Errors
and Omissions Insurance. A link to guidance on the Errors and Omissions insurance is provided on this

page.

You will need to provide the name and email address for the proposed Principal Broker.

Mortgage Brokerage

-[genn /

After completing the form click the = button on the right to proceed, Your information will be saved

Step 3
Business Activity

Step 4

Locations 122250-00 - EXTERNAL USER GUIDE

Errors and Omissions Insurance

Step 5
Suitability for Licensing

Insurer Name: -
Step 6
Supporting Documents Policy #

top 7 Expiry Date R o

Declaration
Please upload proof of insurance
Upload File
Click here to view guidance related to *Errors and Omissions Insurance”.,
Proposed Principal Broker

First Name' Middle Name Last Name' Email address

Money Handling

Will the applicant receive money from Saskatchewan consumers for:
Fees

Yes No
Trust Money - Syndicated Mortgages
) oo Yes  No
Trust Money from other than syndicated mortgages
y e e Yes  No
Othy
Yes No

Brokering Activities

Does the applicant plan to undertake any of the following mortgage brokering activities?

Private Investors’

Yes No

Yes No

Syndicated TailiTe

Account - CCD_TD2TEST Advance Fees 7 [
Go to my profile (A}
Log Out Q

Once you have completed all fields on this step of the application, click the next arrow button on the
right side of the application.

78| Page



10. You will be brought to the “Locations” step. Answer the questions accurately and completely for the
principal business address from which you plan to carry on mortgage brokering activities.

Mortgage Brokerage

Step 4

)| Locations :_d
~»
P

|-

After completing the form click the = button on the right to proceed. Your information will be saved
122250-00 - EXTERNAL USER GUIDE
Principal Business Address
Street
City
Postal Code’

Step 7
Declaration
o

Province

Telephone’ Email address’

Web Address (f applicable)

Supporting Information

What are the hours of business maintained by the office?

Additional Business Office(s)

Indicate the address for any additional business office(s) from which you will conduct mortgage brokering activities, along with the other supporting information set out for the principal
business office.

Account - CCD_TD2TEST

Go to my profile [~

Log Out (x)

If you have additional business office(s) from which you will conduct mortgage brokering activities, click
the “Add an Additional Office(s)” green button at the bottom of the screen.

Click the next arrow button on the right side of the application.
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11. On the “Suitability for Licensing” step, you will need to answer the questions and upload a criminal
record check for the sole proprietor, each partner, or each director or officer of the applicant.

Mortgage Brokerage

12226000 - EXTERNAL USER GUIDE

Suitabllity for Licensing
Crminal Record Details
Supporting Documents

Stop 7 During the past ten years, has the applicant, any partner, or any director, officer or employes of the applicant
Declaration

Yes No
Yen No
You No
Yeu No
You No
You No
Yos No
1
If you have any additional information of If you answered “Yes” to any of the above questions please upload These may provide additional

Information, details and specifics including dates, fines imposed and actions taken. Be sure to label the documents accordingly.

During the past ten years, has the applicant, or any partner, director, officer or substantial shareholder (10% or more) of the applicant been a partner, director, officer of substantial
shareholder (10% or more) of a fiem or corporation that has:

Yes No
Yes No
Yes No
Yes  No
. Yes  No
Yes No
Yes No
If you have any additional information or If you answered “Yes” to any of the above questions please upload These may provide add |

information, details and specifics including dates, fines imposed and actions taken. Be sure to label the documents accordingly.

Please provide Criminal Record Checks (CRC) for the following individuals:
External User

Account - CCD_TDITEST

G 1o my profie (A )

Log Out o '

Criminal record checks should be dated no earlier than 3 months from the date you submit the
application to us.

If a criminal record check is required, persons resident in Canada will need to obtain it from any police
agency (RCMP, municipal police in any province) or a credit reporting agency registered in
Saskatchewan. You can obtain a list of registered credit reporting agencies under the Consumer
Protection heading at https://fcaa.gov.sk.ca/fcaad11.
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Persons who are not resident in Canada can provide a CRC from a police agency, or another provider. If
using another provider, applicants should contact the appropriate regulatory division at the FCAA
(https://fcaa.gov.sk.ca/contact-us ) to ensure that provider will be acceptable.

Once you have completed all fields on this step of the application, click the next arrow button on the
right side of the application.

12. You will be brought to the “Supporting Documents” step. Answer the questions accurately and
completely and upload all requested supporting documentation.

Mortgage Brokerage

Step &
v Supporting Documents

™
FClYY %

After

compieting the form chck the s bution on the night to proceed. Your information wil be saved

K t 12226000 - EXTERNAL USER GUIDE

§ Upload File

Step 6

Supporting Documents

shouid inclode a detasled descrbon of the proposed busness activibes 1o be conducted

| Upload File

§ Upload File

| Upload File

3 Upload File

| Upload File

| Upload File

Account - CCO_TD2TEST

§ Upload File

Goto my profie (A)
Log Out Q

Do you have any other supporting informabion regarding this application”

Yos No

Please refer to the Mortgage Brokerage Licence Toolkit for specific guidance on the application fields
and supporting material requirements.

Once you have completed all fields on this step of the application, click the next arrow button on the
right side of the application.
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13. You will be brought to the “Declaration” step. You will need to read and complete the Statutory
Declaration form. A link to the declaration form is provided on this page.

Upload the completed and signed Statutory Declaration form. Please note that the Statutory Declaration
must be sworn before a commissioner for oaths or notary public.

Click the “l Agree” box to agree to it.

Mortgage Brokerage

Step 7

Declaration _Ed
~
FolY Y “

122250-00 - EXTERNAL USER GUIDE

Submission Instructions

Prior to checking ™| Agree” and clicking the "Submit to FCAA" button, the submitter/applicant is encouraged to carefully review all information provided in the submission
By checking "I Agree" and clicking the “Submit to FCAA" button, the following will occur

ST © The submission will be forwarded to FCAA for review,

Step 7 o The submission will be locked down and the submitter/applicant will not be able 1o make any changes 10 the submission,

Declaration o I FCAA identifies changes or requires additional information, the submission will be returned to the submitter/applicant (via RLS) and the submission will be available for updates,

o If, prior to FCAA completing this review, the submitter/applicant identifies changes or wishes to provide additional information the submitter/apphicant will need to contact FCAA directly

After checking “I Agree” and clicking the "Submit to FCAA" button, an invoice will be created A submission may not be considered complete until the application fees have been remitted 1o
FCAA

| Agree

Please upload the completed Statutory Dec}
Upload File

1
Click here for the Statutory Declaration Form to be completed and uploaded by the applicant

Account - CCD_TD2TEST
Gotomy profile ()
Log Out ()

Click “Submit to FCAA”.
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14. The final step in the application is the “Invoice” step.

Mortgage Brokerage — /’n\

=
-~

= Ste
Event Pending

Stop 2

Business Entity
Step 3

Business Activity

9
9
Q
Cotaons °
Q
o
L

Print Invoice

(s’)i

Order Detalls

wwmm
m‘!m

Stop 7

Merchant Name: F CAA

Order Description:
New Application - St Merchant URL: hitps //fcaa-uat saskalchewan ca

PF ubmission #1222¢

Item Details.

Description Product Code Quantity Price Subtotal

Involce

58T,

PST:

HST

Shipping Cost

Account - CCD_TD2TEST

Go to my profile Q

0 woneris & el [visal BT Procend o Payment

An application fee and licence fee must be submitted along with your application. The fees can be paid
online (by credit card or online debit), or by cheque.

If you are paying by cheque, print and attach a copy of this invoice to the cheque payment. Cheques are

to be made payable to the Minister of Finance, and mailed along with a copy of the RLS invoice to our
office at:

Financial and Consumer Affairs Authority — Consumer Credit Division
Suite 601, 1919 Saskatchewan Drive
Regina, Saskatchewan S4P 4H2

To make an electronic payment, click the “Proceed to Payment” to complete the online payment. By
clicking “Proceed to Payment” you will be transferred to an external site powered by Moneris in order
to process your payment. The processing of your payment will be subject to the terms, conditions and
privacy policies of the payment processor. By choosing to use make a payment using this service, you
agree to pay us, through the payment processor, the listed "Charge Total". You must provide current,
complete and accurate billing information. The billing address and transaction result will be collected
by FCAA RLS. Please note that no full credit card numbers will be collected by FCAA RLS.

If you are paying by cheque, click the next arrow button on the right side of the application.
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15. You will be brought back to the first page of the application.

Mortgage Brokerage — /ﬁ‘ % ?
Stop 1 Step 1
Event 122250-00 - MRT_BRK - NEW In Review -
~
Y%

Ol

Attar complating the form click the = button on the right to proceed. Your information will be
savec

Submission Instructions.

Weicome to the Financial and Consumer Affairs Authority's (FCAA) online Registration and Licensing System (RLS)

Ploase take a moment to familiarize yourself with the icansing requirements and the information you will need 1o complete the submission process. You may wish 1o review the differnt
pages of the submission (the “Steps®) in advance. While you will not be able to submit the submission to FCAA until all required fields have been completed, you can view the screens at
any time. You can also review Information on our website al. www.fcaa.gov.sk.ca. When on the main FCAA webpage, please navigate 1o the appropriate program for further information

If you have any questions about icensing requirements or about how to use RLS to make a submission to FCAA, please contact us at fid@gov.sk.ca or (306) 787-6700

Submission Information
Submission Number 12225000

Licence Event Type New Application

Primary Contact Information

The primary contact is the individual who will be receiving communications and information from the FCAA regarding this request If you are the primary contact, please select “Yes" below
and complata the remaining fieids. If another individual should b the primary contact, please select "No” below and provid the required information

Are you the primary contact person for this application? Yos
Prefix First Namo Last Nameo Middie Name
Extornal User
Tile / Position CEO
Account - CCD_TD2TEST
Email Address jennifer atk gov sk ca
Goto my profile [A)
Phone Number (565
o o one Numbe

You can print a copy your completed application from your browser if you need to reference it or would
like to keep a copy for your records.

Actions

b
On the right side of the screen, click the “Action” button o and select “Print Submission”.

From the licence screen, you can navigate to your RLS home screen or log out of RLS. Please refer to the
RLS Basics Guide for additional information on navigating the RLS dashboard.
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16. You can see if your licence is in progress or requires more information from the RLS home screen.

The “My Submissions in Review” portal list includes all submissions that you have successfully submitted
to FCAA for review.

The “My Pending Submissions” includes all submission that you are currently working on and have not
submitted. This portal also includes submissions that have been returned to you by our office for more
information.

Welcome to

FCAA Registration and

Licensing System

This is the Navigation Panel
This area is dynamic based on
your place in the application and
can be used as a primary tool to
navigate subsections of the
application

Your Licences / Apply for a‘l_icence ! Your Email
= Registrations / Registration /
Usethe — button to toggle Endorsements / Film Endorsement / Or
the panel open or closed. Classifications Film Classification

At the bottom of this navigation
panel you can find your account
options, including log out

Account - CCD_TD2TEST
Go to my profile (A)

Log Out Q

Carefully read any emails sent to you to ensure all actions required are completed and all information
we may request in RLS is provided.

You will be notified by email of the progress of your submission through the review process. If your

licence is approved, you will receive a proof of completion email notice and can login to print your
licence.
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Inviting the Principal Broker
All brokerages must have a broker associated with it. Further, one broker must be designated as the
principal broker. The applications must be reviewed and assessed concurrently.

Select the submission for the brokerage. The submission may be under:

The “My Submissions in Review” portal list includes all submissions that you have successfully submitted
to FCAA for review.

The “My Pending Submissions” includes all submission that you are currently working on and have not
submitted.

Step 1 I
Event Step 1 =

123502-00 - MRT_BRK - NEW

>tatus

IV A In Review .

After completing the form click the » button on the
right to proceed. Your information will be saved. ‘

Select the green [Maintain Broker Associates] button. This will take you to the screen to invite the
broker to complete the application for licensing.
Follow the steps in the Invite Brokers/Associates section below.
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Request for More Information

All submissions made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”). In carrying out the review of your submission, the Superintendent
may require clarification or additional information. You will be notified by email if the Superintendent is
requesting more information regarding your submission.

You can also see if your licence is in progress or requires more information from the RLS home screen
using the portals on the right side of the screen:

e The “My Submissions in Review” portal list includes all submissions that you have successfully
submitted to FCAA for review.

e The “My Pending Submissions” includes all submission that you are currently working on and
have not submitted. This portal also includes submissions that have been returned to you by our
office for more information.

Welcome to

FCAA Registration and

Licensing System

This is the Navigation Panel.
This area is dynamic based on
your place in the application and
can be used as a primary tool to
navigate subsections of the
application

Your Licences / Apply for a‘Licence/ Your Email
o= Registrations / Registration /
Usethe — button to toggle Endorsements / Film Endorsement / Or
the panel open or closed. Classifications Film Classification

At the bottom of this navigation
panel you can find your account
options, including log out

Account - CCD_TD2TEST
Go to my profile (A)

Log Out Q

In order to have your submission processed in a timely manner ensure that you carefully read any emails
sent to you to ensure that all actions required are completed and all information we may request in RLS
is provided.

Please ensure that the email address in your RLS account information is checked regularly as all
communications from our office will be sent to this email address. To ensure that you receive all of your
RLS account communications, please add the RLS email address fcaarls@gov.sk.ca to your contact list.
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1. A “More Information Request” email will be sent from RLS if more information is required to
complete the review of your submission.

FCAARLS

More Information Requested - Mortgage Brokerage with Endorsement - New Application - 122313-00 - EXTERNAL USER GUIDE (Endorsement)

Thuis message 15 10 notify you that we have camed out a review of the Mortgage Brokerage with End New Application and a communication requesting clanfications or
additional mformation 1s now avalable

You can access this communication by clicking the link at the bottom of this email (note: the link is below the email signature an confidentiality notice information). Alsernately,
you can access this communication by logging in to the Financial and Coasumer Affasrs Authonity’s (FCAA) Registration and Licensing System (RLS)

(https//fcan saskatchewan ca), clicking on the "My Email Correspondence” button and locating a commumication with the date of this email

To provide the requested mformation, please log 1n to RLS and click on the portal “My Pending Submussions”. Locate the submussion by using the information n the subject line of
this email Each step in the submission that requires clanficatons or additional mnformation will be highlighted m yellow and mstructions will be available on each step. Steps
where changes or information are not needed are shown i green, and are locked down. Please contact us directly if changes are needed 10 one of more of these steps

Please do not reply to this message as this email inbox 15 not monitored. If you need to coatact us outssde of RLS, please do so by emaul at fid @gov sk ca or by phone at (306) 787-
6700

Thank you

2. To access the RLS login page, go to https://fcaa.saskatchwan.ca or click the link to the RLS login page
from the email.

Financial and Consumer Affairs Authority

% saskatchewan

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

Forgot your password? O

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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3. Click the link for the submission that requires more information from the “My Pending Submissions”
portal on the right side of the home screen.

Please note that it may take a few seconds for the submission to load.

Welcome to
FCAA Registration and
Licensing System |

This is the Navigation Panel : S EE——
This area is dynamic based on
your place in the application and
can be used as a primary tool to
navigate subsections of the
application. o .
Your Licences / Apply for a Licence /

Registrations / Registration /

Your Email
= Correspondences
Usethe — button fo foggle Endorsements / Film Endorsement / Or
the panel open or closed. Classifications Film Classification

At the bottom of this navigation
panel you can find your account
options, including log out.

Account - CCD_TD2TEST
Go to my profile (A)

Log Out Q
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4. You will be brought to the licence screen. Each step in the submission that requires clarification or
additional information will be highlighted in yellow and instructions will be available for completing each
step.

Mortgage Brokerage with Endorsement = /ﬁ\ % 1

Stop 1
Event Requested more information

Step 2
Business Activity

Step 3 fa)
Supporting Documents P -

Step 4 o
Declaration °

“PB Q

0 the

bmission process. You may wish to e
have be
the appropr

1 ad

» b you wil not be &
time. You can also review information on our website af

www fcaa.gov.sk.ca W

naviga! program for further information

It you have any questions about kconsing requirements or about how 10 use RLS to make a submission 1o FCAA, please contact us at fid@gov.sk.ca or (306) 787-6700

Submission Informatior

on Numbe

Primary Contact Information

The pamary contact 1s the individual who will be receiving communications and information from the FCAA regarding this request. If you are the primary contact, please select "Yes” below
and complete the remaining flelds. If another indwidual should be the primary contact, ploase select "No* below and provide the required information

First Name Last Name Misdie Name

Account - CCD_TO2TEST

Go 1o my profite [~) Email Address

Log Ot )

The submission steps where changes or additional information are not required will be shown in green
and are locked down.

You can navigate to the submission steps that require more information using the navigation panel on
the left hand side of the screen by clicking on each yellow step. You can also move through the
submission using the next and previous arrows on the right side of the screen.

You will only be able to make changes to the steps that are highlighted in yellow and the rest of the
application is locked down. If you need to make changes to information on a submission step that is
locked (i.e. shown in green and not yellow), please contact our office (see the “Contact Us” in this
guide).

Once you have completed all changes or provided the required supporting documents, use the next
arrow button to proceed to the “Declaration” step of the submission.
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5. On the “Declaration” step you will need to read the declaration and click the “I Agree” box to agree to
it.

Once a statutory declaration has been completed and uploaded for an application, it will not need to be
replaced if changes are made, unless specially requested by the FCAA.

Click “Submit to FCAA”.
6. You can print a copy of your updated submission from your browser if you need to reference it or
would like to keep a copy for your records.

On the right side of the licence screen click the “Action” button and select “Print Submission”.

Mortgage Brokerage with Endorsement % ?
Step 1 Step 1
Event 122313-00 - MRT_END - NEW T —
3 ~
FclNY
fter completing the form ciick the s button on the right o proceed. Your informabon will be i

save

Submission Instructions

Weicome to the Financial and Consumer Affairs Authority's (FCAA) oniine Registration and Licensing System (RLS)

Please take a moment 1o familianze yourself with the licensing requirements and the information you will need to complete the submission process You may wish to review the different
pages of the submission (the “Steps”) in advance. While you will not be able to submit the submission to FCAA until all required fields have been completed, you can view the screens at
any time. You can aiso review informabon on our website al www.fcaa.gov.sk.ca When on the main FCAA webpage, please navigate 1o the appropfiate program for further information

1f you have any questions about icensing requirements or about how to use RLS to make a submission to FCAA, please contact us at fid@gov.sk.ca of (306) 787-6700

Submission Information

Submission Number

Licence Event Type New Application

Primary Contact Information

The primary contact is the individual who will be receiving communicabons and information from the FCAA regarding this request If you are the primary contact, please select "Yes™ below
and complete the remaining fiekds. If another indwvidual should be the primary contact, please select "No” below and provide the required mformation

Are you the primary contact person for this application? Yes

Prefix First Name Last Name Middle Name
Extornal User

Title / Positon

Account - CCD_TD2TEST
Go tomy profile [}

Log Out o

Email Address

Phone Number
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Apply for an Endorsement

Before you begin, please ensure you are familiar with The Mortgage Brokerages and Mortgage
Administrators Act (the “MBMA Act”) and The Mortgage Brokerages and Mortgage Administrators
Regulations (the “MBMA Regulations”) which outlines the requirements to carry on a business as
mortgage brokerage in Saskatchewan.

You must be currently licensed in Saskatchewan as a mortgage brokerage prior to applying for an
endorsement. If you are unsure of your specific licensing requirements or need additional help or
guidance, please contact our office (see the “Contact Us” in this guide).

All applications made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your application. You will be notified of the status of an application (i.e. approved, rejected or
more information required) by office.

You should have your documentation in order before you begin. If you forget or need to change some of
your information, you can save your progress through the application and return to it as you need to. In
order to proceed with your application, you will need to have an RLS account already. If you do not have
an account, you will need to register for one. If you currently have a licence and do not know your user
ID or password, please review the RLS Basics Guide before proceeding.

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

% Saskatchewan Financial and Consumer Affairs Authority
d 4 SKATCHEWAN

GOVERNMENT OF

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

e

Forgot your password? o

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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2. Click on the “My Active Licences/Registrations” portal on the right hand side.

FCAA Registration and Licensing System

This ts the Navigation Panel This aroa is

dynamic based on your place in the application and
as a primary tool fo navigate

of the application

/
Apply for a Licence /

Your Licences /

button to toggle the panel open or

Registration /
Endorsement / Or Film

Classification

At the bottom of this navigation panel you can find
your account options, including fog out

Account - CCD_TD2TEST
Go to my profile (A
Log Out Q

3. Click the link for the Mortgage Brokerage licence.

Please note that it may take a few seconds for the licence information to load.

ome 1o
FCAA Registration and Licensing System

This is the Navigation Panel. This area is
dynamic based on your place in the application and
as a primary tool to navigate
s of the application

/
Apply for a Licence /
Registration /

Endorsement / Or Film

T button to toggle the panel open or Your Licences /

Your Email
Registrations /
Endorsements / Film

Correspondences

Licence # Program

Classification

Classifications =
Al the bottom of this navigation panel you can find 100884 ISER GUIDE

your account options, including fog out

Account - CCD_TD2TEST
Go'tomy profile [~}
Log Out Q
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4. You will be brought to the licence screen. Click on the “Apply for an Endorsement” button.

w

- i e Mortgage Brokerage Licence - 100884 - EXTERNAL USER GUIDE

= dean /

Mortgage Brokerage with Endorsement F older

Active

My Brokers/Associates

Licence Information
Licence Type Mortgage Brokerage
Licence # 100884

Licensee Name EXTERNAL USER GUIDE

Doing Business as Name

04-0ct-2019

Date of

Expiry Date Continuous Licence
Next Expected Submission Mortgage Brokerage Annual Return
reference purposes only, typically only mentions
act FCAA for

Note: The "Next Expected Submission” is provided for e
the next annual return / renewal, and may not reflect all required filings or submissions. Plea:

de

)-Jun-2020

sxt Expected Annual Return / Renewal Due Date

Next Expected Part VIl of the Act Filing Due (Endorsement only)

Fiscal Year End Date

Account - CCD_TD2TEST
Go to my profile (A)
Log Out ')

5. You will be brought to the first step of your application — “Event”.

Mortgage Brokerage with Endorsement

T
Step 1 H

Step 1
122312-00 - MRT_END - NEW Pending Submission =

Event

Stop 3
Supporting Documents

After completing the form click w,ﬁ button on the right to proceed. Your information will be
saved

Stop 4
Declaration
Submission Instructions

Welcome to the Financial and Consumer Affairs Authority's (FCAA) online Registration and Licensing System (RLS)
Please take 8 moment to familiarize yourself with the licensing requirements and the information you will need to complete the submission process. You may wish 1o review the different pages
of the submission (the "Steps") in advance. While you will not be able o submit the submission to FCAA until all required fields have been completed, you can view the screens at any time
You can also review information on our website at. www.fcaa.gov.sk.ca When on the main FCAA webpage, please navigate 1o the appropriate program for further information

If you have any questions about kcensing requirements or about how to use RLS to make a submission to FCAA, please contact us at fid@gov.sk.ca or (306) 787-6700

Submission Information
Submission Number 122312.0(
icence Event Type New Application

Primary Contact Information

The primary contact is the individual who will be receiving communications and information from the FCAA regarding this request. If you are the primary contact, please select “Yes" below and
complete the remaining fields. If another individual should be the primary contact, please select "No™ below and provide the required information

50 for th

Are you the primary contact per pplication?
o f b f . Yes No

Account - CCD_TD2TEST

Goto my profile ()

Log Out (%)
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On the left side is your navigation menu where you can navigate to the different steps within the
application, log out or access your RLS account.

On the right side is your tools and actions menu where you can:

Save

=

e Save your filing if you need to walk away and come back to it;
Actions
&,

e Cancel your filing if you have started an application and didn’t intend to; %% and

Nest Prev

e Move forward and backwards one step using the next and previous arrow buttons. -~
Please note that you will not be able to submit the application if a step has any blank or missed

qguestions or required documentation uploads.

6. Confirm that you are the primary contact. If you are not the primary contact, click “No” and provide
the contact information for the primary contact.

Mortgage Brokerage with Endorsement

tep 1 \H

12.2312-00 -MRT_END - NEW

Pending Submission |
Step 2 e
Business Activity
Step 3
Supporting Documents o]
Aftar completing the form click the = button on the right to proceed. Your information will be "p
Stop 4 saved
Declaration
Submission Instructions

Welcome to the Financial and Consumer Affairs Authority's (FCAA) online Registration and Licensing System (RLS)

Please take a moment to familiarize yourself with the licensing requirements and tha information you will need to complete the submission process. You may wish 10 review the different pages

of the submission (the "Steps") in advance. While you will not be able to submit the submission to FCAA until all \ave been completed, you can view the screens at any time

op y
You can also review information on our website al www.fcaa.gov.sk.ca When on the main FCAA webpage, please navigate to the appropriate program for further information

If you have any questions about licensing requirements or about how to s RLS to make a submission to FCAA, pleasa contact us at fid@gov.sk.ca or (306) 787-6700

ssion Information

New Application

Primary Contact Information

The primary contact is the individual who will be rece
complete the remaining flelds. If another individual shou

ations and information from the FCAA regarding this request. If you are the primary contact, please select “Yes" below and
ntact, please select "No™ below and provide the required information

Are you the primary contact person for this application?

Account - CCD_TD2TEST

Goto my profile [A)

Log Out Q

The individual listed as the primary contact for the application will receive emails and may be contacted
by our office regarding the application and/or licence.

Once the primary contact information has been completed, click on the next arrow button on the right
side of the application. ™

~
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7. You will be brought to the “Business Activity” step of your application.

Mortgage Brokerage with Endorsement

Step 2

| Business Activity

Busiess Activity FC M ‘;

Step 3
Supporting Documents

After completing the form click the = button on the right to proceed. Your information will be saved

Step 4
DO’C’|I’II]0H 12231300 - EXTERNAL USER GUIDE (Endorsement)

Business Activity

Cor iegal name of the Applicant applying for an endorsement to EXTERNAL USER GUIDE
rec hold trust my the Act
The next fiscal year end of the applicant is 31-Dec-2019
Location of Trust Account(s)
Name of financial institution maintaining the brokerage trust account A
Street
ity
Postal Code
Province
Transit # Institution # Account #

» evidence that the trust account is held in the province of
n the name of the applicant Upload File

Signatories
Account - CCD_TD2TEST Name' 4 Relationship

Goto my profile

0.0

Log Out

Once you have completed all fields on this step of the application, click the next arrow button on the
right side of the application.
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8. On the “Supporting Documents” step, you will need to answer the questions and upload all requested
supporting documentation.

Mortgage Brokerage with Endorsement

Step 3

Supporting Documents

FC Y%

After compl

‘:’)EIE

Step 3

Supporting Documents

ting the form click the = button on the right to proceed Your information will

Step 4
Declaration

122313-00 - EXTERNAL USER GUIDE (Endorsement)

Supporting Materials

NS any mon:

f operating as a mortgage brokerage
asic 9 ase of f

or pu
for repayment of a

§ Upload File

| Security Details

scription of Financial Security

Amount

What type of financial security document do you need 1o upload?
v Y Capital Letter of Credit Bond Other

Upload Document
§ Upload File

Do you have another financial security document to upload?

Account - CCD_TD2TEST Yes No
Go to my profile (A
Log Out Q

Once you have completed all fields on this step of the application, click the next arrow button on the
right side of the application.
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9. You will be brought to the “Declaration” step. You will need to read and complete the Statutory
Declaration form. A link to the declaration form is provided on this page.

Upload the completed and signed Statutory Declaration form. Please note that the Statutory Declaration
must be sworn before a commissioner for oaths or notary public.

Click the “l Agree” box to agree to it.

Mortgage Brokerage with Endorsement

Step 4

Declaration
-

122313-00 - EXTERNAL USER GUIDE (Endorsement)

i?)ia:f.

Stop 4
Declaration Submission Instructions

Prior 10 checking *I Agree” and clicking the “Submit to FCAA" button, the submitter/apphicant is encouraged to carefully review all information provided in the submission
By checking "I Agree" and clicking the “Submit to FCAA" button, the following will occur

© The submission will be forwarded to FCAA for review,

o The submission will be locked down and the submitter/applicant will not be able to make any changes to the submission

o It FCAA identifies changes or requires additional information, the submission will be retumed to the submitter/applicant (via RLS) and the submission will be available for updates
o If, prior to FCAA compléting this review, the submitter/applicant identifies changes or wishes 1o provide additional information the submitter/applicant will need to contact FCAA directly.

After checking *| Agree” and clicking the "Submit to FCAA" button, an invoice will be created A submission may not be considered complete until the application fees have been remitted to
FCAA

| Agree

Please upload the completed Statutory Decla
§ Upload File

Click here for the Statutory Declaration Form to be completed and uploaded by the applicant

Account - CCD_TD2TEST

Go to my profile [~}

Log Out [}

Click “Submit to FCAA”.
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10. The final step is the “Invoice” step.

Mortgage Brokerage with Endorsement = H %

Step 5
Stop 1
Event Invoice - 001783 Pending e

p 3
%m
sopd

a

% Aty 9 Print Invoice e
<
o

Order Detalls

Invoice
Merchant Name: F CAA

Order Description: y
. S Merchant URL: hitps //fcaa-uat saskalchewan ca

New Application ~ Submission #122313.00
Item Details

Description Product Code Quantity Price Subtotal
gage Endorsement Licensing Fee

GST:
PST
HST

Shipping Cost

Account - CCD_TD2TEST

Goto my profile

Log Out g “Moneris (& l"‘m VISA\m Proceed to Payment

A licensing fee and application fee must be submitted along with your application. The fees can be paid
online (by credit card or online debit), or by cheque.

If you are paying by cheque, print and attach a copy of this invoice to the cheque payment. Cheques are

to be made payable to the Minister of Finance, and mailed along with a copy of the RLS invoice to our
office at:

Financial and Consumer Affairs Authority — Consumer Credit Division
Suite 601, 1919 Saskatchewan Drive
Regina, Saskatchewan S4P 4H2

To make an electronic payment, click the “Proceed to Payment” to complete the online payment. By
clicking “Proceed to Payment” you will be transferred to an external site powered by Moneris in order
to process your payment. The processing of your payment will be subject to the terms, conditions and
privacy policies of the payment processor. By choosing to use make a payment using this service, you
agree to pay us, through the payment processor, the listed "Charge Total". You must provide current,
complete and accurate billing information. The billing address and transaction result will be collected
by FCAA RLS. Please note that no full credit card numbers will be collected by FCAA RLS.

If you are paying by cheque, click the next arrow button on the right side of the application.
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11. You will be brought back to the first page of the application.

Morigage Drokersge with Fadorument

In Review -

i 122313.00 - MRT_END - NEW

Weicom 1 T Frwncal snd Com fis

RGN 10U Wil 20ed 15 COTEWIS e SOMESoN Droowss. Y0u Py Wi 1 S e et
W Slereacn 10 FOAA St 0 ecuened Bends Save Seert Comphnted. pou Ca wew P SCvert o
ean FTAA wotmagn seato novigai 1 B Aprigrste [vogram for Arthel miserancn

Thve (rrnary COMMEY 18 T INOVRIUM Wi el 1 1ECHIG COMYMUNICHIamS E52 #Rrmadon § O Tur FCAA Qanaeg Den el I poc 8 Tu (rrmery Condact Dlmts bed! “Yeu " Below
et Corglets P meriren) Sendy f STOSer NIV St S0 T Dy Coreact These el “N” eow S50 prowion D Temaed misTranon

Accoont - CCD_TDIMAT
o by oy g o

Loy O o oo Lot {

You can print a copy your completed application from your browser if you need to reference it or would
like to keep a copy for your records.

Actions
7 e
H H H " H ” ' “" H H H ”
On the right side of the screen, click the “Action” button ¥ and select “Print Submission”.

From the licence screen, you can navigate to your RLS home screen or log out of RLS. Please refer to the
RLS Basics Guide for additional information on navigating the RLS dashboard.
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12. You can see if your licence is in progress or requires more information from the RLS home screen.

The “My Submissions in Review” portal list includes all submissions that you have successfully submitted
to FCAA for review.

The “My Pending Submissions” includes all submission that you are currently working on and have not
submitted. This portal also includes submissions that have been returned to you by our office for more
information.

Welcome to

FCAA Registration and

Licensing System

This is the Navigation Panel
This area is dynamic based on
your place in the application and
can be used as a primary tool to
navigate subsections of the
application

Your Licences / Apply for a Licence / Your Email
= Registrations / Registration / >
Usethe — button to toggle Endorsements / Film Endorsement / Or
the panel open or closed. Classifications Film Classification

At the bottom of this navigation
panel you can find your account
options, including log out

Account - CCD_TD2TEST
Go to my profile (~)

Log Out Q

Carefully read any emails sent to you to ensure all actions required are completed and all information
we may request in RLS is provided.

You will be notified by email of the progress of your submission through the review process. If your

licence is approved, you will receive a proof of completion email notice and can login to print your
licence.

101 |Page



Invite Brokers/Associates

Mortgage associates and mortgage brokers are individuals that broker mortgages on behalf of a licensed
mortgage brokerage. In order for individuals to apply as a mortgage associate or mortgage broker, they
need to be invited by a Mortgage Brokerage. The invitation is sent from your Mortgage Brokerage’s RLS
account. The proposed Mortgage Associate or Mortgage Broker will receive an invitation by email and is
then responsible for completing the licence application.

In order to invite individuals to apply to broker mortgages on behalf of your mortgage brokerage, you

will need to have an RLS account already. If you currently have a licence and do not know your user ID or
password, please review the RLS Basics Guide before proceeding.

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

%‘ Saskatchewqg

- GOVERNMENT OF SAS

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password
e

Forgot your password? 0

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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2. Click on the “My Active Licences/Registrations” portal on the right hand side. Please note that you can
invite an associate or broker at any time during the application process. See the “Apply for Licence”
section of the guide or contact us for additional guidance.

ote

FCAA Registration and Licensing System

This is the Navigation Panel Th
dynamic on your place in the
can bo u a primary tool fo na
subsections of the application

Usethe ~  butlon to toggle the panel open or
closed.

tion /

ment / Or Film
ation

Al the bottom of this navigation panel you can find

your account options, including fog out

Account - CCD_TD2TEST
Go tomy profile [~)
Log Out Q

3. Click the link for the Mortgage Brokerage licence.

Please note that it may take a few seconds for the licence information to load.

Wetcome o
FCAA Registration and Licensing System

This is the Navigation Panel This area is
dynamic based on your place in the application and
can be used as a primary tool to navigate
subsections of the application

/
Apply for a Licence /
Registration /

Endorsement / Or Film

Usethe ~ button to toggle the panel open or Your Licences /

closed. Your Email

Registrations /
Endorsements / Film

Correspondences.
Licence # Program Name

Classification

Classifications
100884  Mongage Brokerage EXTERNAL USER GUIDE

A the bottom of this navigation panel you can find
your account options, including log out

Account - CCD_TD2TEST
Go tomy profile ()
Log Out (%)
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4. You will be brought to the licence screen. Click on “My Brokers/Associates” in the navigation panel on

the left hand side of the screen.

Mortgage Brokerage with Endorsement Folder

My BrokersiAssociates.

Licence Information

Licence Type
Licence #

Licensee Name

Doing Business as Name

of Issue
Next Expected Submission
Next Expected Annual Return / Renewal Due Date

Next Expected Part VI of the Act Filing Due (Endorsement only

Fiscal Year End Date

Account - CCD_TD2TEST

Gotomy profile (~)

Log Out [x)

Mortgage Brokerage Licence - 100884 - EXTERNAL USER GUIDE

Active

Mortgage Brokerage
100884

EXTERNAL USER GUIDE

Brokerage Annual Return

Note' The "Next Expected Submission” is provide
the next annual return / renewal, and may not
details

30-Jun-2020

31-Dec-2019

5. You will be brought to your Broker/Associate screen. This screen will list all brokers and associates
linked to your brokerage. You can manage your listing from this screen and invite new individuals to
apply to broker mortgages on behalf of your mortgage brokerage.

Click the “Add another Broker/Associate Invite” button.

Mortgage Brokerage Licence - 100884 - EXTERNAL USER GUIDE
My Brokers/Assoclates

My Brokers/Associates

My Brokers/Assoclates

Broker/Associate Name Type

Broker/Associate Invites

Account - CCD_TD2TEST

Go to my proflle (A)

Log Out ()

Below is a list of the Brokers and Associates currently linked to your Brokerage Click on the Broker/Associate Name to accass more information and select for payment

Next Renewal Date Status

Licence Status
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6. You can invite a new broker or associate or invite an existing broker or associate whose licence is
currently suspend.

To invite an existing broker or associate, select the “Existing” button.

Mortgage Brokerage Licence - 100884 - Mortgage Brokerage Licence - 100884 - EXTERNAL USER GUIDE
My Brokers/Associates

My Brokers/Associates

Below s a list of the Brokers and Associates currently linked to your Brokerage. Click on the Broker/Associate Name to access more informaton and select for payment

My Brokers/Associates

Broker/Associate Name Type Principal Licence Status Next Renewal Date Status

Broker/Associate Invites

Pending

Are you inviting a new

associate, who's licence Existing New

Message that will be inserted into the invitation emai

Account - CCD_TDZTEST
Goto my profile Q

Log Out [x}

You will be brought to a search menu. Type the name of the individual you would like to invite. If the
existing associate or broker is in our RLS system, a list of possible matches will be generated. Select the
appropriate person from the listing.

X - Finsncial 2nd Consumer Affairs - X | 4

« C 0 @ ntps//fcaa-uatsaskatchewan.ca

gintoFCAARegl. = FCAA | ConadanBankesA- i Lean [ FCAACermnal-Home 4 Financal Adminisr. [l ISACA @A Thelosonute ofinte.. @A Center Home | Fina. @ CUPSA- Credit U Mortgage Stress Te.. @ Publications Saskat,

Start typing ko et st

Search for an Option

= Mortgage Brokerage Licence - 100884 - ... tgag
; Bf After you enter at least three characters all possible matches will appear
Y

typing to reveal option:
{

Brokl hewal Date

Select the appropriate person from the list.

105|Page



To invite a new broker or associate to apply for licensing, select the “New” button. Complete the
required fields with the appropriate contact information and confirm the email address. You can include
a message that will be in the RLS generated invitation.

Mortgage Brokerage Licence - 100884 - .. Mortgage Brokerage Licence - 100884 - EXTERNAL USER GUIDE
My Brokers/Associates

Licence Events 1

Notifications My Brokers/Associates

Mortgage Brokerage with Endorsement Folder

My Brokers/Associates Below is a list of the Brokers and Associates currently linked to your Brokerage. Click on the Broker/Associate Name to access more information and select for payment

Broker/Associate Name Type Principal Licence Status Next Renewal Date Status

Broker/Associate Invites

Pending

Existing New

onfirm Email Address

Message that will be inserted into the invitation emaj

-

Account - CCD_TD2TEST

Go to my profile (A)

Log Out )

You can add multiple brokers or associates from this page. Click the “Add another Broker/Associate
Invite” for each broker or associate you would like to invite.

If you do not have any additional brokers or associates to invite, click “Send Invitation”.
Please ensure that the email address the individual you are inviting is checked regularly. To ensure that

the individual you are inviting receives the RLS invitation, please communicate to the individual you
have invited to add the RLS email address fcaarls@gov.sk.ca to their contact list.
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7. A “Mortgage Brokerage — Broker/Associate Invitation” will be sent from RLS to the individual you have
invited.

Morgage Brokerage - Broker / Associate Invitation

You have been invited by the following mortgage brokerage to be a broker or associate for their brokerage:

EXTERNAL USER GUIDE

Messags from morigage brokerage;
External User Gusde MBMA

To respond to this mvitation, you must click the "Respond to Invitation” button below. After you have clicked that button, you will be taken to the login page for the Financial and Consumer Affasr Authonity’s (FCAA) onlime Registraton and Licensing System (RLS). If you do mot have a
User ID and password for RLS, you will need to create an account. Instroctions related 1o using RLS can be found on our website

1€ you are applying to be 3 mortgage broker, please visit this webpage
hitp./fean gov sk ca regulated businesses persces persons mortgage brokers
of you are applying to be a mortgage associate, please visit this webpage.
bip://fean o sk, <a tegulated-businesses-perons PNy MONEARE AS20IEY

1f you bave questions related to this mvitation, please contact the above mortgage brokerage.

Please o not reply 10 this message as this email inbox 18 not mosstored, If you need 10 contact the Consumer Credst Division of FCAA, please & 50 by emal at fid@gov ok ca oc by phone at (306) 7876700

Respond to nitation

8. If you need to cancel the invitation, click “View/Edit Invitation”.

S Mortgage Brokerage Licence - 100884 - . Mortgage Brokerage Licence - 100884 - EXTERNAL USER GUIDE
My Brokers/Associates

Licence Events 1

Notifications My Brokers/Associates

Mortgage Brokerage with Endorsement Folder

My Brokers/Associates rokers and Associates cu

y linked to your B

age. Cix formation and se payment

Broker/Assoclate Name Type Principal Licence Status Next Renewal Date Status

Broker/Associate Invites

Pending Acceptance

Last Name User Broker
Emall Address

Confwm Emad Address

Message t

wserted into the invitation ema: Extemal User Guide MBMA

Account - CCD_TD2TEST

Go to my profile (A

Log Out [x) '
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9. From the invitation screen, click “Revoke Invitation”.

b\t amotonsiad Broker/Assoclate Invite

Brokerage Information

mo. EXTERNAL USER GUIDE

The Brokerage listed abave has stated that you afe a Broker of Associte for their Brokerage. By accopting this mvitation you are docianng that this is true

Broker/Associate Invite Details

Pending Acceptance

Aro you inviting rviting AN existing beokr of
A530CIM10, Who'S 0 19 currently su '

First Name xormn
Last Name Usor Brokoe

Emal Addross

onfitm Email Addros:

Moasago that wi be inserted into the invAaton efma Extornal User Gudo MBMA
Account - CCO_TOZTRST
Goto my profile [~}
Log Out o 1

10.You will be taken back to the Broker/Associate screen. You can see the status change of the
invitation.

Ii

My BrokersiAssoclates My Brokers/Associates

My Brokers/Associates

Balow is a list of the Brokers and As: antly linked to your Brokerage. Click on the Broker/Associate Name to a it
Broker/Associate Name Type Principal Licence Status Next Renewal Date Status
Broker/Associate Invites
Revoked
e

Account - CCD_TD2TEST

Go to my peofile (A)

Leg Out o ]
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11. Once the individual you have invited has completed the Broker/Associate application, the

application will be returned to you for review.

From the Broker/Associate screen, you can select the link to the application.

Wy Biokanahasisin. My Brokers/Associates

My Brokers/Associates

salstof Brokerage
Broker/Associate Name Type Principal
(NIA) Broker No
Broker/Associate lnvites
an exisbr [
Extorma
User Bre
Ext
"
New
Extemal L
Account - CCD_TD2TEST
Go o my geolile ()
Log Out Q 4 L 3 ma E

<k on the Broker/Assoclate Name o access ayme
Licence Status Next Renewal Date Status
Inactive Pending Approval
Revoked

Pending Acceptance
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12. You will be brought to the “Broker/Associate” link page. You will need to review the
broker/associate application and provide authorization for the broker/associate. A link to the Brokerage
Authorization is provided on this page.

Upload the completed and signed Brokerage Authorization. The Brokerage authorization must be
completed by the Principal Broker.

If further revisions are required by the broker or associate, then answer the question as [Yes]. If there
are no further revisions required by the broker or associate, answer the question as [No]. A second
prompt will then come up for you to send the application back to the broker or associate to make
payment and submit to the FCAA.

Please note that the broker/associate application is still subject to the review and approval by the
Superintendent. Providing authorization does not mean that the application has been approved.

Brokerage - Broker/Associate Link bd

Privi gl Bsbes of Manigage B1oharage munt (o piete Tu bulsawg

§ Usiosd Fie

Chct Ay P (e Bed eyt Nenant Form 13 B0 Eomlered st LONdRd by hw Arinc el Babe

Acosent - OC0_TDETENY

L ey e

Lo o

)
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Terminate Relationship with Broker/Associate

Mortgage associates and mortgage brokers are individuals that broker mortgages on behalf of a licensed
mortgage brokerage. Mortgage brokerages are required to make a termination submission to the
Superintendent within 7 days of when a broker or associate ceases to be authorized to broker
mortgages on behalf of the brokerage.

In order to terminate a relationship with a broker/associate, you will need to have an RLS account

already. If you currently have a licence and do not know your user ID or password, please review the RLS
Basics Guide before proceeding.

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

| % Saskatchewa

GOVERNMENT OF SASKATCHEWAN

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password
e

Forgot your password? 0

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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2. Click on the “My Active Licences/Registrations” portal on the right hand side.

FCAA Registration and Licensing System

This ts the Navigation Panel This aroa is

dynamic based on your place in the application and
as a primary tool fo navigate

of the application

/
Apply for a Licence /

Your Licences /

button to toggle the panel open or

Registration /
Endorsement / Or Film

Classification

At the bottom of this navigation panel you can find
your account options, including fog out

Account - CCD_TD2TEST
Go to my profile (A
Log Out Q

3. Click the link for the Mortgage Brokerage licence.

Please note that it may take a few seconds for the licence information to load.

ome 1o
FCAA Registration and Licensing System

This is the Navigation Panel. This area is
dynamic based on your place in the application and
as a primary tool to navigate
s of the application

/
Apply for a Licence /
Registration /

Endorsement / Or Film

T button to toggle the panel open or Your Licences /

Your Email
Registrations /
Endorsements / Film

Correspondences

Licence # Program

Classification

Classifications =
Al the bottom of this navigation panel you can find 100884 ISER GUIDE

your account options, including fog out

Account - CCD_TD2TEST
Go'tomy profile [~}
Log Out Q
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4. You will be brought to the licence screen. Click on “My Brokers/Associates” in the navigation panel on

the left hand side of the screen.

N

Mortgage Brokerage Licence - 100884 -

Mortgage Brokerage with Endorsement Folder

My BrokersiAssociates.

Licence Information

Licence Type
Licence #

Licensee Name

Doing Business as Name

of Issue

Next Expected Submission

Next Expected Annual Return / Renewal Due Date

Next Expected Part VI of the Act Filing Due (Endorsement only

Fiscal Year End Date

Account - CCD_TD2TEST
Gotomy profile
Log Out

Active

Mortgage Brokerage

100884

EXTERNAL USER GUIDE

the next annual re
details.

30-Jun-2020

31-Dec-2019

5. You will be brought to your Broker/Associate screen. This screen will list all brokers and associates
linked to your brokerage. You can manage your listing from this screen.

Click the link for the broker/associate you would like to terminate the relationship with.

£ Morigage Brokerage Licence - 100834 Mortgage Brokerage Licence 100884 - EXTERNAL USER GUIDE

My Brokers/Associates

Nosee My BrokersiAssociates

Mortgage Brokerage with Endorsement Foider |

Below is a list of the Brokers ant

Account . CCO_TOZTEST

G0 10 my prote

togou

currently Enked to you

BrokerlAssociate Name Type Principal
¢ Kot (NIA) Broker No
it Kot (NJA) B N
fing an g brok ste, wh Ne
Exte
tation email Exter
nvhting an existing broker or associate. who Ne
Ne
Exto

okerage. Click on the BrokeriAssociate Name to access more information and select for payment

Licence Status Noxt Ronewal Date Status

nactve Panding Approval

nactive Active
Revoked

Pending Acceptance

113 |Page



6. Please ensure that you intend to terminate the relationship, since submitting a "termination of
relationship" is not reversible. Should you need to restore the relationship, you will need to re-invite the
broker or associate and new licensing fees may be required.

Drokenge - Beshachuscion ik K

Brokerage - Broker/Associate Link - Kit Kat

H1in fpat Esber of Mortpege Brcherage must <o pbute fhe bsdemivg

At . CCD_TORTEST
. o

0w o

Click “Terminate Relationship”.
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7. You will be brought to the “Terminate Relationship” step of the Notice of Termination. Answer the
guestions accurately and completely.

Terminate Broker Relationship

Notice of Termination - Pending Submission

Fou%

Torminata Relationship

V'

)
ol

Guved 10 provde ROticanon mih seven dsy3 of @ preacTDEd ChIOge PEIUGNG WRer 3 MOrlGage Brover Of 3 MOAIGe 82200 a1 CEa30E 1o A0 BuNOnTed 1o Dorar MOrigages on enal of the brokerage Pieate
o http:ffcan, gov.sk.c

Morigage Brokerages are rec
260 e IHOmAton

» Numbae 12234

o wil be used to activata the fcence whan this event is appeoved

Yes Mo

Resigned - voluntary
Resigned - ot the firm’s request

Dismissed in good standing

Dismissod for cause

Completed temporary employment contract
Retied

Other

Deciarabon

I corty the following

Allinformi
The brok

jbenission is accurst
ipllod with The Mark

]
Browerages and Mortgage Adminstrators Act and The Mortgage Brakevages and Martgage Admimsvators Regutatons

1Agree

Account - CCO_TDZTEST

G0 0 my peotie

Lop0u

You will need to read the declaration and click the “I Agree” box to agree to it.

Once a statutory declaration has been completed and uploaded for an application, it will not need to be
replaced if changes are made, unless specifically requested by the FCAA.

Click “Submit to FCAA”.
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8. Our office will review the submission and communicate using the email address and contact
information you provided to us at the beginning of the filing.

Notice of Termination -

FoE%

Account CCO_TDZTEST

o 40 my peotie

Q0

You can print a copy your completed application from your browser if you need to reference it or would
like to keep a copy for your records.

Actions
e

On the right side of the screen, click the “Action” button A and select “Print Submission”.

From the licence screen, you can navigate to your RLS home screen or log out of RLS. Please refer to the
RLS Basics Guide for additional information on navigating the RLS dashboard.
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Print a Licence

In order to print your licence, you will need to have an RLS account already. If you currently have a
licence and do not know your user ID or password, please review the RLS Basics Guide before

proceeding.

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

%‘ Saskatche

- GOVERNMENT OF SAS

AAZH,

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password
e

Forgot your password? o

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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2. Click on the “My Active Licences/Registrations” portal on the right hand side.

FCAA Registration and Licensing System

This ts the Navigation Panel This aroa is

dynamic based on your place in the application and
as a primary tool fo navigate

of the application

/
Apply for a Licence /

Your Licences /

button to toggle the panel open or

Registration /
Endorsement / Or Film

Classification

At the bottom of this navigation panel you can find
your account options, including fog out

Account - CCD_TD2TEST
Go to my profile (A
Log Out Q

3. Click the link for the Mortgage Brokerage licence.

Please note that it may take a few seconds for the licence information to load.

ome 1o
FCAA Registration and Licensing System

This is the Navigation Panel. This area is
dynamic based on your place in the application and
as a primary tool to navigate
s of the application

/
Apply for a Licence /
Registration /

Endorsement / Or Film

T button to toggle the panel open or Your Licences /

Your Email
Registrations /
Endorsements / Film

Correspondences

Licence # Program

Classification

Classifications =
Al the bottom of this navigation panel you can find 100884 ISER GUIDE

your account options, including fog out

Account - CCD_TD2TEST
Go'tomy profile [~}
Log Out Q
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4. You will be brought to the licence screen. Ensure that your pop-up blocker is disabled or you can
permit pop-ups from this site.

Click the “View Licence” button on the right hand side.

Wchomgs Emitarnon Liosnce - HeSa4 - Mortgage Brokerage Licence - 100884 - EXTERNAL USER GUIDE

Mortgage Brokerage with Endorsement Folder

Active

My BrokersiAssociates

Licence Information

Licence Type Mortgage Brokerage
Licence # 100884
Licensee Name EXTERNAL USER GUIDE

Doing Business as Name
Date of Issue 04-0ct-2019
Expiry Date Continuous Licence

Next Expected Submissio Mortgage Brokerage Annual Return

Note' The "Next Expected Submission” is provided for ease of reference purposes only, typically only mentions
the next annual return / renewal. and may not reflect all required filings or submissions. Please contact FCAA for

details
Next Expected Annual Return / Renewal Due Date 30-Jun-2020
Next Expected Part VI| of the Act Filing Due (Endorsement only)
Fiscal Year End Date 31-Dec-2019

Account - CCD_TD2TEST
Gotomy profile [~}
Log Out [x}

5. Your licence will pop-up in a new window. Ensure that you have a PDF viewer or reader installed on
your computer. From the pop-up window you can print your licence.

= A k2
Mortgage Brokerage Licence - 100884 - EXTERNAL USER GUIDE
Active
Zenn /
Mortgage Brokerage with Endorsement Folder
My Brokers/Assoclates
@ - Google Chvome. - o X
Licence Information y R RO X a

Licen

a Type

Licence #

Licensee Name

Doing Business as Name T

Date of Issua Continuous Ucence Number |
Oct 04, 2019 Licence 100884
Date of Issue iy 4
Exo
EXTERNAL USER GUIDE
Mairg 1919 SASKATCHEWAN DR ce purposes only, typically only mentions
Adiross  REGINA SASKATCHEWAN S48 4H2 § or submissions. Please contact FCAA for

Next Expected Annual Returi
Next Expected Part VIl of the|

Fiscal Year End Date Endorsement Granted: NO

Condions: NONE

Busnass 1919 Saskatchowan Drive
Locaton  Rogina SASKATCHEWAN S48 585

Account - CCD_TD2TEST

Go to my profile (A

Log Out [x}
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Provide Information Updates

Before you begin, please ensure you are familiar with The Mortgage Brokerages and Mortgage
Administrators Act (the “Act”) and The Mortgage Brokerages and Mortgage Administrators Regulations
(the “Regulations”) which outlines the requirements to carry on business as a mortgage brokerage in
Saskatchewan. The Act also requires mortgage brokerages to provide notification of significant changes
to your business.

All submissions made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your submission. You will be notified of the status of a submission (i.e. approved, rejected or
more information required) by our office.

You should have your documentation in order before you begin. If you forget or need to change some of
your information, you can save your progress through the application and return to it as you need to.
You can continue to make changes to your application until you submit the application to our office. If
you need to make changes to a submitted application, please contact our office (see the “Contact Us” in
this guide).

In order to proceed with your application, you will need to have an RLS account already. If you do not
have an account, you will need to register one. If you currently have a licence and do not know your user

ID or password, please review the RLS Basics Guide before proceeding.

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

| %‘ Saskatchewqq

GOVERNMENT OF

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

e

Forgot your password? o

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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2. Click on the “My Active Licences/Registrations” portal on the right hand side.

FCAA Registration and Licensing System

This ts the Navigation Panel This aroa is

dynamic based on your place in the application and
as a primary tool fo navigate

of the application

/
Apply for a Licence /

Your Licences /

button to toggle the panel open or

Registration /
Endorsement / Or Film

Classification

At the bottom of this navigation panel you can find
your account options, including fog out

Account - CCD_TD2TEST
Go to my profile (A
Log Out Q

3. Click on the link for the licence that you would like to update. Please note that it may take a few
seconds for the licence information to load.

Weicome to
FCAA Registration and Licensing System

This is the Navigation Panel. This area is

dynamic based on your place in the application and
be used as a primary fool to navigate

ctions of the application

/
Apply for a Licence /
Registration /

Endorsement / Or Film

T button to toggle the panel open or Your Licences /
Registrations /
Endorsements / Film
Classifications

Your Email
Correspondences

Licence # Program Name

Classification

100884 Montg: EXTERNAL USER GUIDE

Al the bottom of this navigation panel you can find
your account options, including fog out

Account - CCD_TD2TEST
Go'to my profile [~}
Log Out Q
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4. You will be brought to the licence screen. Click on “Provide Information Update”.

@

o
-~

Warigeon Seokiaraos Liseno: 100624 Mortgage Brokerage Licence - 100884 - EXTERNAL USER GUIDE
L e Events Active

Mortgage Brokerage with Endorsement Folder

My BrokersiAssociates

Licence Information

Licence Type Mortgage Brokerage

Licence # 1

008

Licensee Name EXTERNAL USER GL
Doing Business as Name

Date of Issue

Expiry Date Continuous Licence
Next Expected Submission Mortgage Brokerage Annual Return
Note: The "Next Expected Submission” is or ease of re
. n / renewal, and may all required fir
details
Next Expected Annual Return / Renewal Due Date 30-Jun-2020

Next Expected Part V| of the Act Filing Due (Endorsement

Fiscal Year End Date 31-Dec-2019

Account - CCD_TD2TEST
Go to my profile (A
Log Out (]

5.You will be brought to the first page of the licence event.

12233101 - MRT_APP - CHNG

Pending Submission

3T

Busness Estity

Nusness Actrvtry

3}
ol

ay
Surtatibty for Licensing

e Wetcome to 1 F oencal ¢rd Comuume Aars Ashortys (F CAA ondee Hegas ston end Licesarg S patom (HLY
Supporting Cocuments Puixi et @ o ) farshar s = o ~ e h
Pages, of e yid
e Y O 0 NOveew

vvws De B0
vern o w1y

 vary
V0d Aather <

CAA widpagn phiia (vgate 1) Pe a0

e (rivy

1 wou Nawe #vy O

DO BOCU SCen

SO TR O B0OUE NOW 10 8 FLS 10 Maee & MOME0n 10 FCAA Deese Contact s o REQpow sh.ce o (J06) THT.6790

T pOmary CONGac) 1 e o
B s e

WG Wil b TRCRNING COmEY
H ardhar rebvwdal s b

PASATWEOR O 7w FCAA T0QMNING TV Tutt 1 e 379 T J7eTWY COCEAT Damne M Yoy Tecee
Sefact (s sedect Tl tekow 800 $15vie (e et AT

You N

Account - CCD TOIMETY

G e g v 2 el A
O

Loy Ot
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On the right side is your tools and actions menu where you can:

Save

=

e Save your filing if you need to walk away and come back to it;

Actions
47,

e Cancel your filing if you have started an application and didn’t intend to; %% and

Nest Prev

e Move forward and backwards one step using the next and previous arrow buttons. -~

Please note that you will not be able to submit the application if a step has any blank or missed
guestions or required documentation uploads.

Click the next arrow button on the right side of the application until you reach the application step you

would like to change information on.

6. Click the “Make Changes” button to unlock the application step you would like to change the
information on.

Mortgage Administrator

Step 1
et

Business Entity

Step 3
Business Activity

After completing the form click the = button on the right to proceed Your information will be

Stop 4

Locations 122331-01 - EXTERNAL USER

Stop 5
Suitability for Licensing Business Entity Information

The next fiscal year end of the applicant is 11-Dec-2019

Stop 6
Supporting Documents

Corporation
Step 7
Declaration
Please provide the following Information about the corporation
Corporation name (Entity name) EXTERNAL USER
SC Registration Number of the Corporation (Entity number) 123456
pload the ISC Corporate Profile Report of the Corporation External_User_Guide docx
Ypownload File

1 do not have your ISC Corporate Profile Report please go 1o https:/iwww.isc.ca to obtain it
Please provide the names of all corporate officers/directors

Name of Officer

irector External Usel

b s$ as a mortgage administrator under any othar
1ess/operating name(s

Mailing Address Information

Please provide the address for the principal business office of the applicant, as well as the other indicated Information. It cannot be a PO Box Number.
Account - CCD_TD2TEST

This address is the main location from which you will conduct your mortgage administration activities.
Go to my profile ()

Log Out Q
Change the information or documentation on the application step as you need to.

Click the next arrow button on the right side of the application, and continue to review and answer all
guestions on each step of the application.
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7. On the “Declaration” step you will need to read the declaration and click the “I Agree” box to agree to
it.

Once a statutory declaration has been completed and uploaded for an application, it will not need to be
replaced if changes are made, unless specially requested by the FCAA.

1]

>»

NS
~

Mortgage Administrator

ii

B step 7
£ Declaration

d LYY -

Step 3
Business Activity
122331.01 - EXTERNAL USER

Stop 4
Locations Submission Instructions

Step 5
Suitabllity for Licensing _

1:am aware that it is an offence to make a false or misieading statement 1o the Superintendent under The Morfgage Brokerages and Mortgage Administrators Act
Stop 6

Supposting Documents All information provided in this submission is true

Declaration

Account - CCD_TD2TEST

Go to my profile [A)

Log Out %)

Click “Submit to FCAA”.
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8. Our office will review the filing and communicate using the email address and contact information
you provided to us at the beginning of the filing.

You can see if your licence is in progress or requires more information from the RLS home screen under
the “My Submissions in Review” portal. This list includes all submissions that you have successfully
submitted to FCAA for review.

Welcome to

FCAA Registration and

Licensing System

This is the Navigation Panel
This area is dynamic based on
your place in the application and
can be used as a primary tool fo
navigate subsections of the
application - 2
Your Licences / Apply for a Licence /
= Registrations / Registration /
Usethe ~ button to toggle Endorsements / Film Endorsement / Or

the panel open or closed. Classifications Film Classification

Your Email
Correspondences

At the bottom of this navigation
panel you can find your account
options, including log out

Account - CCD_TD2TEST
Go to my profile (A)

Log Out Q

Carefully read any emails sent to you to ensure all actions required are completed and all information
we may request in RLS is provided.

You will be notified by email of the progress of your submission through the review process. If your

licence is approved, you will receive a proof of completion email notice and can login to print your
licence.
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Submit an Annual Return

Before you begin, please ensure you are familiar with The Mortgage Brokerages and Mortgage
Administrators Act (the “Act”) and The Mortgage Brokerages and Mortgage Administrators Regulations
(the “Regulations”) which outlines the requirements to carry on business as a mortgage brokerage in
Saskatchewan. The Act also requires mortgage brokerages to provide notification of significant changes
to your business.

Once licensed, a mortgage brokerage must ensure that it complies with all aspects of the legislation. The
brokerage is also responsible to ensure that every broker and every associate brokering mortgages on its
behalf also complies with the legislation.

A mortgage brokerage that obtains an endorsement needs to comply with the requirements mortgage
brokerages without endorsements need to meet, as well as the additional provisions such as those
relating to money handling, reporting, and financial security. These requirements are complex, and
mortgage brokerages that have an endorsement need to ensure they have a thorough understanding of
all requirements. Mortgage brokerages with an endorsement must maintain compliance with the
financial security requirements set by the Superintendent. They must also provide the necessary annual
filings, including audited financial statements and an audit report confirming compliance with the
legislation.

This section of the guide shows the process for the annual return submission. Similar procedures are
used for the annual filing and are not expressly set out in this guide. If you require additional guidance,
please contact our office (see the “Contact Us” in this guide).

You are able to start your annual return submission in RLS one month prior to the due date. You can
access a summary of the requirements and supporting materials required in the Mortgage Brokerage
Licence Toolkit and also on our webpage.

All submissions made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your submission. You will be notified of the status of a submission (i.e. approved, rejected or
more information required) by our office.

You should have your documentation in order before you begin. If you forget or need to change some of
your information, you can save your progress through the application and return to it as you need to.
You can continue to make changes to your application until you submit the application to our office. If
you need to make changes to a submitted application, please contact our office (see the “Contact Us” in
this guide).

In order to proceed with your application, you will need to have an RLS account already. If you do not

have an account, you will need to register one. If you currently have a licence and do not know your user
ID or password, please review the RLS Basics Guide before proceeding.
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1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

% Saskatchewan

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

Forgot your password? o
Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
2. Click on the “My Licences/Registrations that Require Action” portal.

Click on the link for the licence that you would like to make a submission for. Please note that it may
take a few seconds for the licence screen to load.

Il
=
~

—
FCAA Registration and Licensing System

This ts the Navigation Panel This aroa s
dyn ased on your place in the application and
can bo used as a primary tool to navigate

subsections of the application

DA
Usethe ~ button to toggle the panel open or
closed.

/
Apply for a Licence /

Your Licences /

Your Email

Registration /
Endorsement / Or Film

Correspondances

Classification

At the bottom of this navigation panel you can find
your account options, including fog out

Account - CCD_TD2TEST

Go to my profile Q

Log Out Q
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3. You will be brought to the licence screen. Click on the “Start Annual Return” button.

Mortgage Brokerage Licence - 100884 - EXTERNAL
Licence Events ; USER GUIDE Active

NobtScatiors
F ( : AWA
Morigage Brokerage wit ‘

My Brokers/Associates

Licence Information

Licance Type

Licence ¥

Licensoe Name EXTERNAL USER GUIDE

Doing Business as Name

Dake of Is: 19
Expity Date Contiruous Licence
Next E od S Mortgage Brokerage Annual Return

Note Naxt 3 Submission” is provided for eass of reference
t fly only s paxt annual retuen / renewal, and may not ref
Account - CCO TDZTEST typically only me next annual return / renewal, and may not re
= filings or submissions. Please contact FCAA for dotais
Go to my profie (A
Noxt E um /! Renewal Due Date 30-Jun-2019
Log Out o

Mortgage Brokerage

Step
Step 1 %

1
Event 122250-02 - MRT_BRK - RNWL

Pending Submission e

Step 2 ~
éLsineu Entity FCD

Step 3
Business Activity

After completing the form click the s button on the right to proceed. Your information will be el
v

Step 4 saed
Locations
Submission Instructions

Suitability for Licensing

s Welcome to the Financial and Consumer Affairs Authority's (FCAA) online Registration and Licensing System (RLS)

Step 6

Supporting Documents Please take a moment to familiarize yourself with the licensing requirements and the information you will need to complete the submission process. You may wish to review the different

pages of the submission (the “Steps”) in advance While you will not be able to submit the submission to FCAA until all required fields have been completed, you can view the screens at any
time. You can also review information on our website at. www.fcaa.gov.sk.ca When on the main FCAA webpage, please navigate to the appropriate program for further information

If you have any questions about licensing requirements or about how to use RLS to make a submission to FCAA, piease contact us at fid@gov.sk.ca or (306) 787-6700

Submission Information

Submission Number 122250-02
Licence Event Type Annual Retum
Primary Contact Information

The primary contact is the individual who will be receiving communications and information from the FCAA regarding this request. If you are the primary contact, please select "Yes" below
and complete the remaining fields. If another individual should be the primary contact, please select "No" below and provide the required information

Account - CCD_TD2TEST Are you the primary contact person for this application?
» primary. RS Yes  No
Go to my profile [~
Prefix First Name Last Name Middle Name
Log Out Q
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On the right side is your tools and actions menu where you can:

Save

=

e Save your filing if you need to walk away and come back to it;

Actions
47,

e Cancel your filing if you have started an application and didn’t intend to; %% and

Nest Prev

e Move forward and backwards one step using the next and previous arrow buttons. -~
Please note that you will not be able to submit the application if a step has any blank or missed

qguestions or required documentation uploads.

5. Confirm that you are the primary contact. If you are not the primary contact, click “No” and provide
the contact information for the primary contact.

Mortgage Brokerage

tep 1

Step 1

5 122250-02 - MRT_BRK - RNWL Pending Submission next

Step 2 ~

Business Entity

Step 3

Business Activity Aons
mpleting the form click the = button on the right to proceed. Your information will be o

Step 4
Locations
Submission Instructions

Step 5

Suitability for Licensing

o Welcome to the Financial and Consumer Affairs Authority's (FCAA) online Registration and Licensing System (RLS)

Step 6

Supporting Documents Please fake a moment to familiarize yourself with the ficensing requirements and the information you will need to complete the submission process. You may wish fo review the different
pages of the submission (the “Steps”) in advance While you will not be able to submit the submission fo FCAA until all required fields have been completed, you can view the screens at any
time You can also review information on our website at. www.fcaa.gov.sk.ca When on the main FCAA webpage, please navigate 1o the appropniate program for further information

If you have any questions about icensing requirements or about how to use RLS to make a submission to FCAA, please contact us at fid@gov.sk.ca or (306) 787-6700

Submission Information

Submi

n Number

Type Annual Retumn

Primary Contact Information

The primary co the individual who will
and complete the remaining fields. If another

nicatiogs and information from the FCAA regarding this request. If you are the primary contact, please select "Yes" below
ry contact, please select "No” below and provide the required information

Account - CCD_TD2TEST Are you the primary contact person for this application?’
Yes No
Go tomy profile o
Prefix First Name Last Name Middie Name
Log Out ()

The individual listed as the primary contact for the annual return submission will receive emails and may
be contacted by our office regarding the filing and/or licence.

Click on the next arrow button on the right side of the annual return submission.
6. Review and complete all of the information and documentation on each step of the annual return
application. If nothing has changed, click the next arrow button to move to the next step of the

application.

Review each step and make sure you have answered all of the questions accurately and completely and
uploaded all supporting documentation required.
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7. On the “Declaration” step you will need to read the declaration and click the “l Agree” box to agree to
it.

Once a statutory declaration has been completed and uploaded for an application, it will not need to be
replaced if changes are made, unless specially requested by the FCAA.

s R Py K

Step 8

Declaration id
~
FCR Y% v

122331-01 - EXTERNAL USER

Submission Instructions

| certify the following
« Allinformation in this submission Is accurate,

« This annual return reflects any changes from that which was previously reported in the licence application or preceding annual return submitted by the administrator, and

« The administrator has complied with The Mortgage Brokerages and Mortgage Administrators Act and The Mortgage and Mortgage inthe
reporting period.

Step 8
Declaration

1Agree

Account - CCD_TD2TEST
Go tomy profile [A)
Log Out [x)

Click “Submit to FCAA”.

130|Page



8. You will be brought to the “Invoice” step.

w Pending

Swp 2
Annual Return Info.

B
Swps

iy tmen

w7

Print inveice

Ovder Details

Order Descrpson Merchant Name: A
. 1 Maerchant URL: oy

Item Detalls

Duacrigrem Poeuct Code Guaarry Frice Sebacest

0lo 0lo 0la o

wwoice

Minister of Finance

Account - CCO_TDITRETY

i hetare ? Moneris \. r‘n VISA m I ool ts Comnt: i

Log Ove o

An annual return fee must be submitted along with your submission. The fee can be paid online (by
credit card or online debit), or by cheque.

If you are paying by cheque, print and attach a copy of this invoice to the cheque payment. Cheques are
to be made payable to the Minister of Finance, and mailed along with a copy of the RLS invoice to our
office at:

Financial and Consumer Affairs Authority — Consumer Credit Division
Suite 601, 1919 Saskatchewan Drive
Regina, Saskatchewan S4P 4H2

To make an electronic payment, click the “Proceed to Payment” to complete the online payment. By
clicking “Proceed to Payment” you will be transferred to an external site powered by Moneris in order
to process your payment. The processing of your payment will be subject to the terms, conditions and
privacy policies of the payment processor. By choosing to use make a payment using this service, you
agree to pay us, through the payment processor, the listed "Charge Total". You must provide current,
complete and accurate billing information. The billing address and transaction result will be collected
by FCAA RLS. Please note that no full credit card numbers will be collected by FCAA RLS.

If you are paying by cheque, click the next arrow button on the right side of the application.
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9. Our office will review the annual submission and communicate using the email address and contact
information you provided us at the beginning of the submission.

You can see if your annual return submission is in progress or requires more information from the RLS
home screen under the “My Submissions in Review” portal. This list includes all submissions that you
have successfully submitted to FCAA for review.

e K]

FCAA Registration and Licensing System

lavigation Panel This aroa is
ed on your place in the application and
a primary tool fo navigate
ons of the application

/
Apply for a Licence / Your Emal

Usethe ~ butlon to toggle the panel open or
closed.

Registration /
ent / Or Film

Correspondences

Al the bottom of this navigation panel you can find
your account options, including fog out

Account - CCD_TD2TEST
Go to my profile [~)
Log Out Q

Carefully read any emails sent to you to ensure all actions required are completed and all information
we may request in RLS is provided.

You will be notified by email of the progress of your submission through the review process. If your

annual return submission is approved, you will receive an approval completion email notice and can
login to print your licence.
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Surrender a Licence

Before you begin, please ensure you are familiar with The Mortgage Brokerages and Mortgage
Administrators Act (the “Act”) and The Mortgage Brokerages and Mortgage Administrators Regulations
(the “Regulations”) which outlines the requirements to carry on business as a mortgage administrator in
Saskatchewan. The Act also requires mortgage brokerages to provide notification of significant changes
to your business. If you cease carrying on business in Saskatchewan, you can apply to surrender your
licence to FCAA which may result in the cancellation of your licence.

All submissions made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your submission. You will be notified of the status of a submission (i.e. approved, rejected or
more information required) by our office.

You should have your documentation in order before you begin. If you forget or need to change some of
your information, you can save your progress through the application and return to it as you need to.
You can continue to make changes to your application until you submit the application to our office. If
you need to make changes to a submitted application, please contact our office (see the “Contact Us” in
this guide).

In order to proceed with your application, you will need to have an RLS account already. If you do not

have an account, you will need to register one. If you currently have a licence and do not know your user
ID or password, please review the RLS Basics Guide before proceeding.

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

| )/ Saskatchewan

GOVERNMENT OF SASKATCHEWA

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

e

Forgot your password? 0

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.

133 | Page


https://fcaa.saskatchwan.ca/

2. Click on the “My Active Licences/Registrations” portal.

FCAA Registration and Licensing System

s 1s the Navigation Panel
ised on your place in
primary tool fo
pplication

Your Licences /

Use the button to toggle the panel open or
closed

/
Apply for a Licence /

Registratio Registration /

Endorsemes

At the bottom of this navigation panel you can find
your account options, including fog out

Account - CCD_TD2TEST
Go to my profile (A
Log Out Q

Click on the link for the licence that you would like to make a submission for. Please note that it may
take a few seconds for the licence screen to load.

3. You will be brought to the licence screen. Click on the “Surrender Licence” button.

=@ K

Mortgage Brokerage Licence - 100884 - EXTERNAL USER GUIDE

s rc Y%

Mortgag erage with Endorsement F older

Active

My Brokers/Associates

Licence Information

Licence Type Mortgage Brokerage
Licence # 100884

Licensee Name EXTERNAL USER GUIDE

Doing ess as Name

Date of Issue 04-0ct-2019

Expiry Date Continuous Licence

Next Expected Submission Mortgage Brokerage Annual Returm

Note: The "Next Ex;
the next annual retur
details

Submission'
newal, and may not re

e of reference purposes only, typically only mentions
ired filings of submissions. Please contact FCAA for

Next Expected Annual Return / Renewal Due Date 30-Jun-2020
Next Expected Part VIl of the Act Filing Due (Endorsement only)

Fiscal Year End Date 31-Dec-2019

Account - CCD_TD2TEST

Go to my profile [~}

Log Out [}
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4. You will be brought to the “Termination” screen. Answer the questions accurately and completely and
upload all requested supporting documentation.

MRT Surrender Licence % ?
Step 1 Step 1 ‘;"
Request 122331-02 - MRT_APP - TRMNTN

Pending Submission
FolY Y% .

Licence: 100890 - EXTERNAL USER

i

Deotails

Submission Number

vide a detailed explanation of the circumstances of your

ndicate the date you would like your request to become effective — . o

vide any documents that , y
» system (optional Upload File

Account - CCD_TD2TEST

Goto my profile (A)

Log Out o

Click “Submit Licence Surrender Request”.

5. All submissions made through RLS are subject to review and approval by the Superintendent who may
require additional information regarding your submission. You will be notified of the status of a
submission (i.e. approved, rejected or more information required) by our office.
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Mortgage Administrator

This section of the guide is specific to mortgage administrators to provide guidance on specific mortgage
administrator processes. If you are not currently licensed as a mortgage administrator or seeking
licensing as a mortgage administrator, please refer the appropriate section of this guide.

Compliance with Legislation

The Mortgage Brokerages and Mortgage Administrators Act (the “Act”) and The Mortgage Brokerages
and Mortgage Administrators Regulations (the “Regulations”) provide the legislative framework for the
regulation of mortgage brokerages, brokers, associates and mortgage administrators in Saskatchewan.
The Act applies to all persons carrying on the business of brokering or administering mortgages in
Saskatchewan.

Once you are licensed as a mortgage administrator, you must maintain compliance with the financial
security requirements set by the Superintendent. Mortgage administrators must also provide the
necessary annual filings, including audited financial statements and an audit report confirming
compliance with legislation. If you are unsure of your specific legislative requirements or need additional
help or guidance, please contact our office (see the “Contact Us” in this guide) or review the guidance
available on our webpage.

Licensing Requirements

Mortgage administrators are corporations that either receives payments made by a borrower and
remits those payments to the investor; or monitors the performance of a borrower with respect to his
or her obligations under the mortgage. Brokers and associates do not work on behalf of a mortgage
administrator; however, it is possible that a mortgage administrator will also undertake the activities of
a mortgage brokerage in which case separate licences are needed for each activity.

You can access a summary of the application and the supporting material requirements on our
webpage.

136 |Page



Apply for a Mortgage Administrator Licence

Before you begin, please ensure you are familiar with The Mortgage Brokerages and Mortgage
Administrators Act (the “Act”) and The Mortgage Brokerages and Mortgage Administrators Regulations
(the “Regulations”) which outlines the requirements to carry on business as a mortgage administrator in
Saskatchewan.

All applications made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your application. You will be notified of the status of an application (i.e. approved, rejected or
more information required) by our office.

You should have your documentation in order before you begin. If you forget or need to change some of
your information, you can save your progress through the application and return to it as you need to.

In order to proceed with your application, you will need to have an RLS account already. If you do not

have an account, you will need to register one. If you currently have a licence and do not know your user
ID or password, please review the RLS Basics Guide before proceeding.

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

% Saskatchewan Financial and Consumer Affairs Authority
/4 r

GOVERNMENT OF S

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password
e

Forgot your password? o

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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2. Click on the “Apply for a New Licence” button.

Welcome to

FCAA Registration and
Licensing System

This is the Navigation Panel.
This area is dynamic based on
your place in the application and
can be used as a primary tool to
navigate subsections of the
application

Usethe ~  button to toggle
the panel open or closed.

At the bottom of this navigation
panel you can find your account
options, including log out.

Account - CCD_TD2TEST
Go to my profile

Log Out

3. Select “Consumer Credit” as the Licencing Division.

Licence Selection

Account -CCD_TD2TEST

Go tomy profile

Log Out

Your Licences / Apply for a Licence /
Registrations / Registration /
Endorsements / Film Endorsement / Or
Classifications Film Classification

Correspondences

Licence Wizard Records
Licence Selection

Type of Licence

Select the Licencing Division

Select the Licence \ Registration you wish to apply for

O Consumer Credit

Consumer Protection

Insurance

Pensions

Please select to reveal list ...

Save
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4. Select “Mortgage Administrator” from the dropdown menu.

Ii

Licence Selection Licence Wizard Records
Licence Selection
Type of Licence
St e Licancing Ohvion Consumer Credit
Consumer Protection
Insurance

Pensions

Select tha Licence \ Registration you wish to apply for

Mortgage Administrator
Mortgage Broker/Associate

Mortgage Brokerage

Mortgage Brokerage with Endorsement
Payday Lender - Legal Entty

Payday Le Physical Location
Trust, Loan, or Financing Corporation

Account - CCD_TD2TEST
Go to my profile (A)
Log Out [

5. Carefully review the “Before You Begin” section. You can print this page from your browser if you
need to reference it.

Ei

Licence Selection Licence Wizard Records
Licence Selection

Type of Licence

S

ct the Lice

cng Divion U Consumer Credit

Consumer Protection

Insurance
Pensions
Licence \ Registration you wish o apply for o s =
Before You Begin
come to the Financial and Consumer Affairs Authority's (FCAA) online istration ai ing Sy

ed the submission (by

you have trige

ements and th
/e 10 submit the submission to FCAA until all required

ages of the su

»rmation you will need to complete t
ssion (the “Steps”) in advance. W
w information on our website a

se take a moment to familia ourself with the licensing re
g the green button below), you may wish to review the different g
mpleted, you can view the screens at any time. Y

clicki
fields have been c
administrators

can also rev;

to use RLS to make a submission to FCAA, please contact us (contact information available via the above link|

f you have any questions about licensing requirements or about hot

After You Submit

the review process. Your timely respo

on in order to complet
nically by email

ted to provide additional informat
the progress of your submission elec!

d by FCAA You may be conts
il be advised

mission, it will be reviev
of your submission is not delayed You

ted your
re the revie

'@ you have compl
nese requests will en

e from FCAA will direc n to the RLS portal to ens security of your information

2d, any correspon

Security Controls

For security purposes, remember that we will never ask you for your User name of passwor

Terms of Use

various legisiation and regu

qulatory Divisions”) that administer a number of regulatory programs pursuant
g any information (‘Information’ edge, recognize and understand that any and all information
by FCAA or any of its Res sions as authorized by Regulatory Laws or other applicable laws, inc

divisions ("R
1 o Submiltn

rised of the

FCAA a regulatory body con
cessing this
ulatory Division
he different R

Account - CCD_TD2TEST

Go to my profile [~}
Log Out [x}

Click “I acknowledge”.
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6. You will be brought to the first step of your application — “Event”.

Mortgage Administrator //‘ ?
tep 1
e 122331-00 - MRT_APP - NEW

Pending Submission

Ve

B o denn /

Step 3
Business Activity

Ol

mpleting the form click the = button on the right o proceed. Your information will be

Step 4
Locations
Submission Instructions

Step 5

Suitability for Licensing

Welcome to the Financial and Consumer Affairs Authority's (FCAA) online Registration and Licensing System (RLS)

Step 6

Supporting Documents Please take 8 moment to familiarize yourself with the licensing requirements and the information you will need to complete the submission process. You may wish 1o review the different
pages of the submission (the “Steps”) in advance. While you will not be able to submit the submission to FCAA until all required fields have been completed, you can view the screens at any

Stop 7 time. You can aiso review information on our website at www.fcaa.gov.sk.ca When on the main FCAA webpage, please navigate fo the appropriate program for further information

Declaration
If you have any questions about licensing requirements or about how fo use RLS to make a submission to FCAA, please contact us at fid@gov.sk.ca or (306) 787-6700

Submission Information

Primary Contact Information

The primary contact is the individual who will be receiving communicatons and information from the FCAA regarding this request If you are the pnimary contact, please select “Yes" below
and complete the remaining fields. If another individual shoud be the primary contact. please select "No” below and provide the required information

Are you the primary contact pers

Prefix First Name Last Name Middie Name

Account - CCD_TD2TEST

Goto my profile [~} Email

Log Out O | prone Number
On the left side is your navigation menu where you can navigate to the different steps within the
application, log out or access your RLS account.

On the right side is your tools and actions menu where you can:

Save

=

e Save your filing if you need to walk away and come back to it;

Actions
4,

e Cancel your filing if you have started an application and didn’t intend to; %4 and

Nest Prev

e Move forward and backwards one step using the next and previous arrow buttons. (ot

Please note that you will not be able to submit the application if a step has any blank or missed
questions or required documentation uploads.
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7. Confirm that you are the primary contact. If you are not the primary contact, click “No” and provide
the contact information for the primary contact.

Mortgage Administrator A

Step 1

Event 122331-00 - MRT_APP - NEW

S ety denn /

Step 3
Business Activity s
After completing the form click the = button on the right fo proceed. Your information wi P
saved

Pending Submission

sav

Step 4
Locations
Submission Instructions.

Step 5

Suitability for Licensing

Weicome to the Financial and Consumer Affairs Authority's (FCAA) anline Registration and Licensing System (RLS)

Step 6
Supporting Documents Please take a moment to familiarize yourself with the licensing requirements and the information you will need to complete the submission process. You may wish 10 review the different

pages of the submission (the “Steps”) in advance While you will not be able to submit the submission to FCAA until all required fields have been completed, you can view the screens at any
Stop 7 time You can aiso review information on our website at www.fcaa.gov.sk.ca When on the main FCAA webpage, please navigate fo the appropriate program for further information

Declaration
If you have any questions about icensing requirements or about how to use RLS to make a submission to FCAA, please contact us at fid@gov.sk.ca or (306) 787-6700

Submission Information

St

bmission Number
cence Event Type New Application

Primary Contact Information

-ationgand information from the FCAA regarding this request If you are the primary contact, please select "Yes" below
y contact. please select "No™ below and provide the required information

The primary contact is the individual who will
and complete the remaining fieids. If another indivi

Are you the primary contact person for this application?

Prefix First Name’ Last Name Middie Name

Title / P

Account - CCD_TD2TEST

Go o my profile () Email Address

Out
b o Phone Number

The individual listed as the primary contact for the application will receive emails and may be contacted
by our office regarding the application and/or licence.

Once the primary contact information has been completed, click on the next arrow button on the right
side of the application. ™
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8. You will be brought to the “Business Entity” step of your application.

Mortgage Administrator

B Step 2
Business Entity

i ch S

Stop 3
Business Activity

After completing the form click the = button on the right to proceed. Your information will be saved
Stop 4
- 12233100 -
Stop 5 Business Entity Information
Suitability for Licensing
The next fiscal year end of the applicant is °
Step 6
Supporting Documents Corsortion
Step 7
Declaration Please provide the following information about the corporation
Corporation name (Entity name) v i
SC Registration Number of the Corporation (Entity number)
5@ upload the ISC Corpore he Corporation
Upload File
u do not have your IS ase go 10 hitps:/iwww.isc.ca 1o obtain
Please provide the names of all corporate officers/directors
Name of Off 1
ipload an organzational chart showing the structure of the 5
Account - CCD_TO2TEST ding any parent, subsidiary or associated company Upload File
Go to my profile (A
Log Out (x) Provide a brief history of the applicant

Answer the questions accurately and completely and upload all requested supporting documentation..

Once you have completed all fields on this step of the application, click the next arrow button on the
right side of the application.
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9. On the “Business Activity” step, you will need to answer the questions and upload proof of your Errors
and Omissions Insurance. A link to guidance on the Errors and Omissions insurance is provided on this
page.

Mongage Asminvatransr

Dusiness Actietty

Locaticns

Bastatibty 1or Luconing

Sipporting Locumests

Stopr 7

Oeclarason

§ Upssed Fie

Chck have 50 view GuATance raiated 10 “Errors and Omizanes Sssrance”

| Untead Fie

Adeowrt  CCO YOINAY

G 1 g oo

o

Uy O o

Once you have completed all fields on this step of the application, click the next arrow button on the
right side of the application.
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10. You will be brought to the “Locations” step. Answer the questions accurately and completely for any
additional business office(s) from which you will conduct mortgage administration activities, along with
the other supporting information set out for the principal business address.

Mortgage Administrator fs
=
Step 4
£ Locations bl
-
X ~
2 FCrava '
Aftar complating the form click the = bution on the right to proceed. Your information will be saved

Locations 122331-00 - EXTERNAL USER

Additional Business Office(s)

ty for Licensing

] Indicate the address for any additional business office(s) from which you will conduct mortgage administration activities, along with the other supporting Information set out for the
porting Documents principal business office

Stop 7

Declaration

Account - CCD_TD2TEST

Goto my profile [~)

Log Out 0

If you have additional business office(s) from which you will conduct mortgage administration activities,
click the “Add an Additional Office(s)” green button at the bottom of the screen.

Click the next arrow button on the right side of the application.

144 |Page



11. On the “Suitability for Licensing” step, you will need to answer the questions and upload a criminal
record check for the sole proprietor, each partner, or each director, officer or employee of the applicant.

Mogage Adminatratr

v S.L;lub“ll’y for Licensing
B/

12233100 . EXTERNAL USSR

w A et

o Rexcord Deta
Sultatelty toe Lcensing

200 ¢ During the pest ten years, has e apsiicant. any partser, of any direcice, officer oc smpicyee of the scpiicant
Sepparting Documents

Declaration

H
F ¥F 5O

¥

Yo Nz

You N2

It you haree ary a3GUINN MICEmaton o If you answered Yot~ [0 sy of Dhe sDOVE Questond [Heate UHIOT HDPIMING doturments These docurrents may $rovide adS Lo
Information, detals and specifics inclacing dates. fnes imposed and actisns taken. e sure 5 label the documants accordingly

During the past ten years, has e applicant, or any draciar, officer or subatantial shasehalder (10% or mare) of the appiicant basn & partner: director. ofMicer or substantial sharehoider
[10°% o mare) of & S of conporation that has

Yes

wyed wih an Horxcn i y b of wery 30 You

You

F F ¥ 3

You

i
¥

g
¥

You N

11 y0u have oy SAEDONET WIrmMation of If yau Anewered “You" 10 mry ¢f The sDOvE Quasions (H6sse UHOSE HOPEMING docurrents Thase Gocurments may §rovite sdmtons
IAOrIatan. Getads ared 4paiNc s NChaing Gates ey IMaosed and actons taben e sure 1 isbel the Gocurments ot cordngly

Plaane provids Crmminet Hecord Chacks (CRC) for the falowieg Indivdums
Exmennas U

Aosant  COD_TDE™ANTY

- hr ey e °

Lo O Q

Criminal record checks should be dated no earlier than 3 months from the date you submit the
application to us.

If a criminal record check is required, persons resident in Canada will need to obtain it from any police
agency (RCMP, municipal police in any province) or a credit reporting agency registered in
Saskatchewan. You can obtain a list of registered credit reporting agencies under the Consumer
Protection heading at https://fcaa.gov.sk.ca/fcaad11.

Persons who are not resident in Canada can provide a CRC from a police agency, or another provider. If
using another provider, applicants should contact the appropriate regulatory division at the FCAA
(https://fcaa.gov.sk.ca/contact-us ) to ensure that provider will be acceptable.
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Once you have completed all fields on this step of the application, click the next arrow button on the
right side of the application.

12. You will be brought to the “Supporting Documents” step. Answer the questions accurately and
completely and upload all requested supporting documentation.

Mortgage Administrator

Step 6

Supporting Documents

X%

After completing the form click the A« button on the nght to proceed. Your information will be saved

e’y

122331-00 - EXTERNAL USER

Supporting Materials

1 Abusiness plan
§ Upload File

Step 6
Supporting Documents The business plan should include
a) a detalled description of the proposed business activities 1o be conducted in Saskalchewan
of all activities that will result in Id in trust for Saska nts, and

d amount of trust property that w

Step 7
Declaration

2. Adescription of the anticipated methods of advertising and how the
applicant will ensure compliance with Part VIl of the Act Upload File

y complaints from the
s by the applicant Upload File
receive and attempt 1o .

3. A description of the

Do you have any other supporting information regarding this application?
¥ y pporting garding PP Yeos No

Financial Security Details
Description of Financial Security f
Amount

What type of financial security document do you need to upload?’
ol i ¥ ¥ Capital | Letterof Credit  Bond | Other

Upload Document
§ Upload File

Do you have another financial secunty document 10 upload? Ye N
Account - CCD_TD2TEST es o

Go to my profile [~}
Log Out [x}

Once you have completed all fields on this step of the application, click the next arrow button on the
right side of the application.
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13. You will be brought to the “Declaration” step. You will need to read and complete the Statutory
Declaration form. A link to the declaration form is provided on this page.

Upload the completed and signed Statutory Declaration form. Please note that the Statutory Declaration
must be sworn before a commissioner for oaths or notary public.

Click the “l Agree” box to agree to it.

Mortgage Administrator

Step 7
Declaration

Fc% v

122331-00 - EXTERNAL USER

Submission Instructions.

Priof to checking "I Agree” and clicking the "Submit to FCAA" button, the submitter/applicant is encouraged to carefully review all information provided in the submission
By checking "I Agree" and clicking the "Submit to FCAA" button, the following will occur

e © The submission will be forwarded to FCAA for review,

Step 7 o The submission will be locked down and the submitter/applicant will not be able 1o make any changes 10 the submission,

Declaration o If FCAA identifies changes or requires additional information, the submission will be returned to the submitter/applicant (via RLS) and the submission will be available for updates,
o I, prior to FCAA completing this review, the submitter/applicant identifies changes or wishes 1o provide additional information the submifter/apphicant will need to contact FCAA directly

After chacking "I Agrea” and clicking the "Submit to FCAA” button, an invoice will be created A submission may not be considered complete until the application fees have been remitted to
FCAA

| Agree

Please upload the completed Statutory Def
§ Upload File

Click here for the Statutory Declaration Form to be completed and uploaded by the applicant

Account - CCD_TD2TEST
Go to my profile (A)
Log Out [x}

Click “Submit to FCAA”.
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14. The final step in the application is the “Invoice” step.

Mortgage Administrator = H ///‘ ?

Step
Fodd Invoice - 001798

Pending | e

Buainess Ently

Print Invoice

p 3
ﬂmw

v
a
V]
Stop 4 o
Q
Q9
<

Order Detalls

Locations.
mﬂhm
wnnm

Step 7

Order Description: Merchant Name: FCAA
New Application - Submission #122331.00 Merchant URL: hitps //fcaa-uat saskatchewan ca

Item Details

Descripti Product Code Quantity Price Subtotal

Step 8
Invoice
GST.
PST
HST.
Shipping Cost

Account - CCD_TD2TEST

Go to my profile [~

0 ieoners < el | visal ) Proceed o Payment

An application fee and licence fee must be submitted along with your application. The fees can be paid
online (by credit card or online debit), or by cheque.

If you are paying by cheque, print and attach a copy of this invoice to the cheque payment. Cheques are
to be made payable to the Minister of Finance, and mailed along with a copy of the RLS invoice to our
office at:

Financial and Consumer Affairs Authority — Consumer Credit Division
Suite 601, 1919 Saskatchewan Drive
Regina, Saskatchewan S4P 4H2

To make an electronic payment, click the “Proceed to Payment” to complete the online payment. By
clicking “Proceed to Payment” you will be transferred to an external site powered by Moneris in order
to process your payment. The processing of your payment will be subject to the terms, conditions and
privacy policies of the payment processor. By choosing to use make a payment using this service, you
agree to pay us, through the payment processor, the listed "Charge Total". You must provide current,
complete and accurate billing information. The billing address and transaction result will be collected
by FCAA RLS. Please note that no full credit card numbers will be collected by FCAA RLS.

If you are paying by cheque, click the next arrow button on the right side of the application.
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15. You will be brought back to the first page of the application.

et 12233100 - MRT_APP - NEW In Review -
FY
v o A St o P o5 - <

Weicome 16 Ta Fomncsl and Comsane ARars Adhorty's (FCAA) ordee Regr s shon wd Licemsrg Syvtem (HLS.

Prumno 1a0e § MOment 10 tersiaray youwrsed W e SCENLNG WRUTITENS 403 T AUOTHION 1ou Wil feed 15 COTEMIS e SOMIEEON OO YOu Py A 1 S e et
DROFS OF 1 SOPesion (S “SHeu’) I Atuatce. WK you wil ol Do 400 B0 betrn e Suberessin 16 FCAA il 88 1ecened Bends Save Seert Compiod, pou o wew P SCver o
Wy BT ViU o0 0 Tevesa PONTERON 0N O wete ¥ WWA SR8 QOV.AR £8 When on Tw e F CAA antmagn sate navigat 10 P aoertorate [vOoram for Arthel méseramon

W o P ey ey ADCUE SCHTIIG RTINS O At how 10 W HLY B maabe @ strrenion 3 FUAA, phene contat us ol SAGQov.ak &3 o (306 7574708

Thve enary COMact 18 P VNIt Wik well 1 HICRIVIG COMPRUICEIamS H5 Rormudon 1 0r Tue FCAA eganseg Do rguel ¥ poc 2 Tu (rrmary Condact Dl Mt “Yer* Below
el Conglet e mrarey) Sedy f Brer NV Sou! te e DTy (Irtact pheese s “No” heow 80 prowide De el misTrnon

o by g o o sy
o o Proos hesros |

You can print a copy your completed application from your browser if you need to reference it or would
like to keep a copy for your records.

Actions

b
On the right side of the screen, click the “Action” button S and select “Print Submission”.

From the licence screen, you can navigate to your RLS home screen or log out of RLS. Please refer to the
RLS Basics Guide for additional information on navigating the RLS dashboard.
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16. You can see if your licence is in progress or requires more information from the RLS home screen.

The “My Submissions in Review” portal list includes all submissions that you have successfully submitted
to FCAA for review.

The “My Pending Submissions” includes all submission that you are currently working on and have not
submitted. This portal also includes submissions that have been returned to you by our office for more
information.

Welcome to

FCAA Registration and

Licensing System

This is the Navigation Panel
This area is dynamic based on
your place in the application and
can be used as a primary tool to
navigate subsections of the
application

Your Licences / Apply for a‘l_icence ! Your Email
= Registrations / Registration /
Usethe — button to toggle Endorsements / Film Endorsement / Or
the panel open or closed. Classifications Film Classification

At the bottom of this navigation
panel you can find your account
options, including log out

Account - CCD_TD2TEST
Go to my profile (A)

Log Out Q

Carefully read any emails sent to you to ensure all actions required are completed and all information
we may request in RLS is provided.

You will be notified by email of the progress of your submission through the review process. If your

licence is approved, you will receive a proof of completion email notice and can login to print your
licence.
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Request for More Information

All submissions made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”). In carrying out the review of your submission, the Superintendent
may require clarification or additional information. You will be notified by email if the Superintendent is
requesting more information regarding your submission.

You can also see if your licence is in progress or requires more information from the RLS home screen
using the portals on the right side of the screen:

e The “My Submissions in Review” portal list includes all submissions that you have successfully
submitted to FCAA for review.

e The “My Pending Submissions” includes all submission that you are currently working on and
have not submitted. This portal also includes submissions that have been returned to you by our
office for more information.

Welcome to

FCAA Registration and

Licensing System

This is the Navigation Panel.
This area is dynamic based on
your place in the application and
can be used as a primary tool to
navigate subsections of the
application

Your Licences / Apply for a‘Licence/ Your Email
o= Registrations / Registration /
Usethe — button to toggle Endorsements / Film Endorsement / Or
the panel open or closed. Classifications Film Classification

At the bottom of this navigation
panel you can find your account
options, including log out

Account - CCD_TD2TEST
Go to my profile (A)

Log Out Q

In order to have your submission processed in a timely manner ensure that you carefully read any emails
sent to you to ensure that all actions required are completed and all information we may request in RLS
is provided.

Please ensure that the email address in your RLS account information is checked regularly as all
communications from our office will be sent to this email address. To ensure that you receive all of your
RLS account communications, please add the RLS email address fcaarls@gov.sk.ca to your contact list.
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1. A “More Information Request” email will be sent from RLS if more information is required to
complete the review of your submission.

FCAARLS

More Information Requested - Mortgage Brokerage with Endorsement - New Application - 122313-00 - EXTERNAL USER GUIDE (Endorsement)

Thuis message 15 10 notify you that we have camed out a review of the Mortgage Brokerage with End New Application and a communication requesting clanfications or
additional mformation 1s now avalable

You can access this communication by clicking the link at the bottom of this email (note: the link is below the email signature an confidentiality notice information). Alsernately,
you can access this communication by logging in to the Financial and Coasumer Affasrs Authonity’s (FCAA) Registration and Licensing System (RLS)

(https//fcan saskatchewan ca), clicking on the "My Email Correspondence” button and locating a commumication with the date of this email

To provide the requested mformation, please log 1n to RLS and click on the portal “My Pending Submussions”. Locate the submussion by using the information n the subject line of
this email Each step in the submission that requires clanficatons or additional mnformation will be highlighted m yellow and mstructions will be available on each step. Steps
where changes or information are not needed are shown i green, and are locked down. Please contact us directly if changes are needed 10 one of more of these steps

Please do not reply to this message as this email inbox 15 not monitored. If you need to coatact us outssde of RLS, please do so by emaul at fid @gov sk ca or by phone at (306) 787-
6700

Thank you

2. To access the RLS login page, go to https://fcaa.saskatchwan.ca or click the link to the RLS login page
from the email.

Financial and Consumer Affairs Authority

% saskatchewan

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

Forgot your password? O

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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3. Click the link for the submission that requires more information from the “My Pending Submissions”
portal on the right side of the home screen.

Please note that it may take a few seconds for the submission to load.

Welcome to
FCAA Registration and
Licensing System |

This is the Navigation Panel : S EE——
This area is dynamic based on
your place in the application and
can be used as a primary tool to
navigate subsections of the
application. o .
Your Licences / Apply for a Licence /

Registrations / Registration /

Your Email
= Correspondences
Usethe — button fo foggle Endorsements / Film Endorsement / Or
the panel open or closed. Classifications Film Classification

At the bottom of this navigation
panel you can find your account
options, including log out.

Account - CCD_TD2TEST
Go to my profile (A)

Log Out Q
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4. You will be brought to the licence screen. Each step in the submission that requires clarification or
additional information will be highlighted in yellow and instructions will be available for completing each
step.

Mortgage Brokerage with Endorsement = /ﬁ\ % 1

Stop 1
Event Requested more information

Step 2
Business Activity

Step 3 fa)
Supporting Documents P -

Step 4 o
Declaration °

“PB Q

0 the

bmission process. You may wish to e
have be
the appropr

1 ad

» b you wil not be &
time. You can also review information on our website af

www fcaa.gov.sk.ca W

naviga! program for further information

It you have any questions about kconsing requirements or about how 10 use RLS to make a submission 1o FCAA, please contact us at fid@gov.sk.ca or (306) 787-6700

Submission Informatior

on Numbe

Primary Contact Information

The pamary contact 1s the individual who will be receiving communications and information from the FCAA regarding this request. If you are the primary contact, please select "Yes” below
and complete the remaining flelds. If another indwidual should be the primary contact, ploase select "No* below and provide the required information

First Name Last Name Misdie Name

Account - CCD_TO2TEST

Go 1o my profite [~) Email Address

Log Ot )

The submission steps where changes or additional information are not required will be shown in green
and are locked down.

You can navigate to the submission steps that require more information using the navigation panel on
the left hand side of the screen by clicking on each yellow step. You can also move through the
submission using the next and previous arrows on the right side of the screen.

You will only be able to make changes to the steps that are highlighted in yellow and the rest of the
application is locked down. If you need to make changes to information on a submission step that is
locked (i.e. shown in green and not yellow), please contact our office (see the “Contact Us” in this
guide).

Once you have completed all changes or provided the required supporting documents, use the next
arrow button to proceed to the “Declaration” step of the submission.
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5. On the “Declaration” step you will need to read the declaration and click the “I Agree” box to agree to
it.

Once a statutory declaration has been completed and uploaded for an application, it will not need to be
replaced if changes are made, unless specially requested by the FCAA.

A K

Mortgage Administrator

. Step 7
& Declaration

122331-01 - EXTERNAL USER

Submission Instructions

Step 5
Suitability for Licensing

1 am aware that it is an offence to make a false or misleading statement 10 the Superintendent under The Mortgage Brokerages and Morigage Administrators Act
Step 6

All information provided in this submission is frue
Supporting Documents ormation provided in this submission is true
Declaration | Agree

Account - CCD_TD2TEST

Go to my profile [A)

Log Out Q
Click the “I Agree” box to agree to the Statutory Declaration. You will not be required to upload a new
Statutory Declaration. Once a statutory declaration has been completed and uploaded for an

application, it will not need to be replaced if changes are made, unless specially requested by the FCAA.

Click “Submit to FCAA”.

155|Page



6. You can print a copy of your updated submission from your browser if you need to reference it or
would like to keep a copy for your records.

On the right side of the licence screen click the “Action” button and select “Print Submission”.

Mortgage Brokerage with Endorsement % ?
i Step 1
Event 122313-00 - MRT_END - NEW In Review -
Vad
deAn /
After completing the form ciick the = button on the right fo proceed. Your information will be iy

saved

Submission Instructions

Weicome to the Financial and Consumer Affairs Authority's (FCAA) onfine Registration and Licensing System (RLS)

Please 1ake a moment fo famikianze yourself with the licensing requirements and the information you will need to complete the submission process You may wish to review the different
pages of the submission (the “Steps”) in advance. While you will not be able to submit the submission to FCAA until all required fields have been completed, you can view the screens at
any time. You can aiso review informabon on our website al: www.fcaa.gov.sk.ca. When on the main FCAA webpage, piease navigate 10 the appropriate program for further information

1f you have any questions about kcensing requirements or about how to use RLS to make a submission to FCAA, please contact us at fid@gov.sk.ca of (306) 787-6700

Submission Information
Submission Number 122313-00

Licence Event Type New Application

Primary Contact Information

The primary contact is the individual who will be receiving communicasons and information from the FCAA regarding this request If you are the primary contact, please select "Yes™ below
and complete the remaining fiekds. If another indwvidual should be the primary contact, please select "No” below and provide the required mformation

Are you the primary contact person for this application? Yes

Prefix First Name Last Name Middle Name
Extornal User

Title / Positon

Account - CCD_TD2TEST
Go tomy profile [}
Log Out

Email Address

Phone Number

You can navigate to your RLS home screen or log out of RLS. Please refer to the RLS Basics Guide for
additional information on navigating the RLS dashboard.
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Print a Licence

In order to print your licence, you will need to have an RLS account already. If you currently have a
licence and do not know your user ID or password, please review the RLS Basics Guide before

proceeding.

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

%‘ Saskatche

- GOVERNMENT OF SAS

AAZH,

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

e

Forgot your password? o

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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2. Click on the “My Active Licences/Registrations” portal on the right hand side.

FCAA Registration and Licensing System

This ts the Navigation Panel This aroa is

dynamic based on your place in the application and
as a primary tool fo navigate

of the application

/
Apply for a Licence /

Your Licences /

button to toggle the panel open or

Registration /
Endorsement / Or Film

Classification

At the bottom of this navigation panel you can find
your account options, including fog out

Account - CCD_TD2TEST
Go to my profile (A
Log Out Q

3. Click the link for the Mortgage Administrator licence.

Please note that it may take a few seconds for the licence information to load.

ome 1o
FCAA Registration and Licensing System

This is the Navigation Panel. This area is
dynamic based on your place in the application and
as a primary tool to navigate
s of the application

/
Apply for a Licence /
Registration /

Endorsement / Or Film

T button to toggle the panel open or Your Licences /

Your Email
Registrations /
Endorsements / Film

Correspondences

Licence # Program

Classification

Classifications =
Al the bottom of this navigation panel you can find 100884 ISER GUIDE

your account options, including fog out

Account - CCD_TD2TEST
Go'tomy profile [~}
Log Out Q
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4. You will be brought to the licence screen. Ensure that your pop-up blocker is disabled or you can
permit pop-ups from this site.

Click the “View Licence” button on the right hand side.

= A % 2
Mortgage Administrator Licence - 100890 - EXTERNAL USER
icons . Active
Licence Information
Licence Type Mortgage Administrator
100890
Lic ee Name EXTERNAL USER
Doing Business as Name
Date of Issue
Expiry Date
Next Expected Submission lortgage ator Annual Return
n" ts provided for ease of reference purposes only, typically only mentions
the next annual return / renewal, and may not reflect all required filings or submissions. Please contact FCAA for

details

Next Expacted Annual Return / Renewal Due Date

Next Expected Part VIl of the Act Filing Due

Fiscal Yoar End Date 31-Dec-2019

Account - CCD_TD2TEST
G tomy profile [~}

Log Ot Q

5. Your licence will pop-up in a new window. Ensure that you have a PDF viewer or reader installed on
your computer. From the pop-up window you can print your licence.

Vorengs T oo - 1o Mortgage Administrator Licence - 100890 - EXTERNAL USER
Active

@ ¢ Googie Crrome - o x

Licence Information & https//fcaa-uatsaskatchewan.ca/ap 4574 8 B R TRL N Q
Hcsace.Tios _
Licence #

Licensee Name
Open in Acrobat

Doing Business as N

Date of Issue Continuous Licence Number
Date of Issue Oct 08, 2019 Licence 100890
Expiry Date
EXTERNAL USER
Bs only, typically only mentions
Bsions. Please contact FCAA for
Maiing 1919 SASKATCHEWAN DR
Address REGINA SASKATCHEWAN S4P 4H2
Next Expected Annual
= licenced 10 operato as M pur to: Brokerages Act

Next Expected Part V|

Fiscal Year End Date

Conditions: NONE

Account - CCD_TD2TEST
Go to my profile (A
Log Out Q
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Provide Information Updates

Before you begin, please ensure you are familiar with The Mortgage Brokerages and Mortgage
Administrators Act (the “Act”) and The Mortgage Brokerages and Mortgage Administrators Regulations
(the “Regulations”) which outlines the requirements to carry on business as a mortgage administrator in
Saskatchewan. The Act also requires mortgage administrators to provide notification of significant
changes to your business.

All submissions made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your submission. You will be notified of the status of a submission (i.e. approved, rejected or
more information required) by our office.

You should have your documentation in order before you begin. If you forget or need to change some of
your information, you can save your progress through the application and return to it as you need to.
You can continue to make changes to your application until you submit the application to our office. If
you need to make changes to a submitted application, please contact our office (see the “Contact Us” in
this guide).

In order to proceed with your application, you will need to have an RLS account already. If you do not

have an account, you will need to register one. If you currently have a licence and do not know your user
ID or password, please review the RLS Basics Guide before proceeding.

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

% Saskatchewan

WAN

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

e

Forgot your password? o

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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2. Click on the “My Active Licences/Registrations” portal on the right hand side.

FCAA Registration and Licensing System

This ts the Navigation Panel This aroa is

dynamic based on your place in the application and
as a primary tool fo navigate

of the application

/
Apply for a Licence /

Your Licences /

button to toggle the panel open or

Registration /
Endorsement / Or Film

Classification

At the bottom of this navigation panel you can find
your account options, including fog out

Account - CCD_TD2TEST
Go to my profile (A
Log Out Q

3. Click on the link for the licence that you would like to update. Please note that it may take a few
seconds for the licence information to load.

Weicome to
FCAA Registration and Licensing System

This is the Navigation Panel. This area is

dynamic based on your place in the application and
be used as a primary fool to navigate

ctions of the application

/
Apply for a Licence /
Registration /

Endorsement / Or Film

T button to toggle the panel open or Your Licences /
Registrations /
Endorsements / Film
Classifications

Your Email
Correspondences

Licence # Program Name

Classification

100884 Montg: EXTERNAL USER GUIDE

Al the bottom of this navigation panel you can find
your account options, including fog out

Account - CCD_TD2TEST
Go'to my profile [~}
Log Out Q
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4. You will be brought to the licence screen. Click on “Provide Information Update”.

Mortgage Administrator Licence - 1008

Licence Events

FcN%

Licence Information

Nama

oing Business as Name

Next Exp
Next Expacted Part VI of the Act Filing Due

Fiscal Year End Date

Account - CCD_TD2TEST
Go to my profile (A

Log Out (]

1/ Renewal Due Date

Mortgage Administrator Licence - 100890 - EXTERNAL USER

Active

Mortgage Administrato

10080

EXTERNAL USER

s provided for ease o

5.You will be brought to the first page of the licence event.

122331.01 - MRT_APP - CHNG

T
Busmess Extity FCrava v
S0 3

Nusness Activity

xp 4

Locations

o 3
Surtatabty 106 Licenaing

P lats 4 0
pages, of e &

Accocet - £CD_TOXTEEY

e o g i o

Ly O o

Pending Submission

s ot PSQoov k0o o (06 TET.6T00

cally only mentions
ay not reflect all requir 2ase contact FCAA for

| &S
)

)!I[,

0l
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On the right side is your tools and actions menu where you can:

Save

=

e Save your filing if you need to walk away and come back to it;

Actions
47,

e Cancel your filing if you have started an application and didn’t intend to; %% and

Nest Prev

e Move forward and backwards one step using the next and previous arrow buttons. -~

Please note that you will not be able to submit the application if a step has any blank or missed
guestions or required documentation uploads.

Click the next arrow button on the right side of the application until you reach the application step you

would like to change information on.

6. Click the “Make Changes” button to unlock the application step you would like to change the
information on.

Mortgage Administrator

Step 1
et

Business Entity

Step 3
Business Activity

After completing the form click the = button on the right to proceed Your information will be

Stop 4

Locations 122331-01 - EXTERNAL USER

Stop 5
Suitability for Licensing Business Entity Information

The next fiscal year end of the applicant is 11-Dec-2019

Stop 6
Supporting Documents

Corporation
Step 7
Declaration
Please provide the following Information about the corporation
Corporation name (Entity name) EXTERNAL USER
SC Registration Number of the Corporation (Entity number) 123456
pload the ISC Corporate Profile Report of the Corporation External_User_Guide docx
Ypownload File

1 do not have your ISC Corporate Profile Report please go 1o https:/iwww.isc.ca to obtain it
Please provide the names of all corporate officers/directors

Name of Officer

irector External Usel

b s$ as a mortgage administrator under any othar
1ess/operating name(s

Mailing Address Information

Please provide the address for the principal business office of the applicant, as well as the other indicated Information. It cannot be a PO Box Number.
Account - CCD_TD2TEST

This address is the main location from which you will conduct your mortgage administration activities.
Go to my profile ()

Log Out Q
Change the information or documentation on the application step as you need to.

Click the next arrow button on the right side of the application, and continue to review and answer all
guestions on each step of the application.
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7. On the “Declaration” step you will need to read the declaration and click the “I Agree” box to agree to
it.

Once a statutory declaration has been completed and uploaded for an application, it will not need to be
replaced if changes are made, unless specially requested by the FCAA.

1]

>»

NS
~

Mortgage Administrator

ii

B step 7
£ Declaration

d LYY -

Step 3
Business Activity
122331.01 - EXTERNAL USER

Stop 4
Locations Submission Instructions

Step 5
Suitabllity for Licensing _

1:am aware that it is an offence to make a false or misieading statement 1o the Superintendent under The Morfgage Brokerages and Mortgage Administrators Act
Stop 6

Supposting Documents All information provided in this submission is true

Declaration

Account - CCD_TD2TEST

Go to my profile [A)

Log Out %)

Click “Submit to FCAA”.
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8. Our office will review the filing and communicate using the email address and contact information
you provided to us at the beginning of the filing.

You can see if your licence is in progress or requires more information from the RLS home screen under
the “My Submissions in Review” portal. This list includes all submissions that you have successfully
submitted to FCAA for review.

Welcome to

FCAA Registration and

Licensing System

This is the Navigation Panel
This area is dynamic based on
your place in the application and
can be used as a primary tool fo
navigate subsections of the
application - 2
Your Licences / Apply for a Licence /
= Registrations / Registration /
Usethe ~ button to toggle Endorsements / Film Endorsement / Or

the panel open or closed. Classifications Film Classification

Your Email
Correspondences

At the bottom of this navigation
panel you can find your account
options, including log out

Account - CCD_TD2TEST
Go to my profile (A)

Log Out Q

Carefully read any emails sent to you to ensure all actions required are completed and all information
we may request in RLS is provided.

You will be notified by email of the progress of your submission through the review process. If your

licence is approved, you will receive a proof of completion email notice and can login to print your
licence.
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Submit an Annual Return

Before you begin, please ensure you are familiar with The Mortgage Brokerages and Mortgage
Administrators Act (the “Act”) and The Mortgage Brokerages and Mortgage Administrators Regulations
(the “Regulations”) which outlines the requirements to carry on business as a mortgage administrator in
Saskatchewan. The Act also requires mortgage administrators to provide notification of significant
changes to your business.

Once licensed, a mortgage administrator must ensure that it complies with all aspects of the legislation.
There are numerous requirements that mortgage administrators need to meet. The legislation is
complex, and mortgage administrators need to ensure they have a thorough understanding of all
requirements. Mortgage administrators must maintain compliance with the financial security
requirements set by the Superintendent. Mortgage administrators must also provide the necessary
annual filings, including audited financial statements and an audit report confirming compliance with
the legislation.

You are able to start your annual return submission in RLS one month prior to the due date. You can
access a summary of the requirements and supporting materials on our webpage.

All submissions made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your submission. You will be notified of the status of a submission (i.e. approved, rejected or
more information required) by our office.

You should have your documentation in order before you begin. If you forget or need to change some of
your information, you can save your progress through the application and return to it as you need to.
You can continue to make changes to your application until you submit the application to our office. If
you need to make changes to a submitted application, please contact our office (see the “Contact Us” in
this guide).

In order to proceed with your application, you will need to have an RLS account already. If you do not

have an account, you will need to register one. If you currently have a licence and do not know your user
ID or password, please review the RLS Basics Guide before proceeding.
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1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

% Saskatchewan

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

Forgot your password? o
Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
2. Click on the “My Licences/Registrations that Require Action” portal.

Click on the link for the licence that you would like to make a submission for. Please note that it may
take a few seconds for the licence screen to load.

Il
=
~

—
FCAA Registration and Licensing System

This ts the Navigation Panel This aroa s
dyn ased on your place in the application and
can bo used as a primary tool to navigate

subsections of the application

DA
Usethe ~ button to toggle the panel open or
closed.

/
Apply for a Licence /

Your Licences /

Your Email

Registration /
Endorsement / Or Film

Correspondances

Classification

At the bottom of this navigation panel you can find
your account options, including fog out

Account - CCD_TD2TEST

Go to my profile Q

Log Out Q
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3. You will be brought to the licence screen. Click on the “Start Annual Return” button.

Morigeoe Adsmnistator Ligenos=: 3008 Mortgage Administrator Licence - 100890 - EXTERNAL USER

Y

Active

Licence Information

Licence Type
cence #
icensee Name

Doing Bu as Name

Date of

Next Expected Submission

Next Expected Annual Return / Renewal Due Date 31-0ct-2019

Next Expected Part VI of the Act Filing Due 31-0ct-2019

Year End Date 31-Dec-2019

Account - CCD_TD2TEST
Go to my profile [~}
Log Out Q

4. You will be brought to the first step of your annual return application — “Event”.

122331.01 - MRT_APP « RNWL Pending Submission

u:a‘ml-ulmv, FC SVa g
ap

Dusrvesa Activity

-

Lo athona

Surtataty for Licenaing

av o
Buppriing v wvests
wt
1 vt Nrrw By o bons SbOLE ACurinng regeriony o At iow B e L5 N0 Take 8 slbvreen %o FOAA P contact L of HOGUersk ca o (308) 7074780
| S
The remery (crtact m Pe . 2t0na 9nd wArraton F1em B9 FCAA (008rg NG il 1f pou ar9 0w [rvrary contact g vens ) “Yeu® Sakrw
1 COmvginn e e A W7y COOMC [Abahe venacl N Tk AT 4 Tw¥00 (1 it VDoV
Yoo Ne

Adoewst - 00D TOIMAT

o

G ey o e

Ly O
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On the right side is your tools and actions menu where you can:

Save

=

e Save your filing if you need to walk away and come back to it;

Actions
P
&%
e Cancel your filing if you have started an application and didn’t intend to; ** and

Nest Prev

e Move forward and backwards one step using the next and previous arrow buttons. ad

Please note that you will not be able to submit the application if a step has any blank or missed
guestions or required documentation uploads.

5. Confirm that you are the primary contact. If you are not the primary contact, click “No” and provide
the contact information for the primary contact.

. 122331.01 - MRT_APP « RNWL Pending Submission h‘
e 2 5“:"?. 0 y £y
Busness Lotity a FC _,‘..V_.;}‘.:af_j

) /
Dusness Activiy L~

1 W) (v Ay 2 et o W foma Qov ek ca Ve o Tt £ CAA wetgage (et ie

act s o DAGuer wh cn o (300) 1974190

Adoewst - 00D _TOIMAT

e b iy oo o

g O

The individual listed as the primary contact for the annual return submission will receive emails and may
be contacted by our office regarding the filing and/or licence.

Click on the next arrow button on the right side of the annual return submission.
6. Review all of the information and documentation on each step of the annual return application. If
nothing has changed, click the next arrow button to move to the next step of the application.

Review each step and make sure you have answered all of the questions accurately and completely and
uploaded all supporting documentation required.
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7. On the “Declaration” step you will need to read the declaration and click the “l Agree” box to agree to
it.

Once a statutory declaration has been completed and uploaded for an application, it will not need to be
replaced if changes are made, unless specially requested by the FCAA.

s R Py K

Step 8

Declaration id
~
FCR Y% v

122331-01 - EXTERNAL USER

Submission Instructions

| certify the following
« Allinformation in this submission Is accurate,

« This annual return reflects any changes from that which was previously reported in the licence application or preceding annual return submitted by the administrator, and

« The administrator has complied with The Mortgage Brokerages and Mortgage Administrators Act and The Mortgage and Mortgage inthe
reporting period.

Step 8
Declaration

1Agree

Account - CCD_TD2TEST
Go tomy profile [A)
Log Out [x)

Click “Submit to FCAA”.
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8. You will be brought to the “Invoice” step.

Mortgage Administrator = /ﬁ‘ % ?

Step 0
Invoice - 001799

FCiY,

Order Detalls

Pending

Print Invoice

Order Description. Merchant Name: FCAA
Annual Return - Licence #100800 - Submission #122331-01 Merchant URL: hiips //fcaa-uat saskatchewan ca

Item Details:

Description Product Code Quantity Price Subtotal
Mortgage Administrator Licensing Fae 1 1 $1,000.0 $1,000 00

GST:

g PST:
Step 9

Invoice L
Shipping Cost

Payable Information

Account - CCD_TD2TEST

Gotomypoe C oneris & g | visA| | Procesdto Payment

Log Out

A licensing fee must be submitted along with your application. The fee can be paid online (by credit
card or online debit), or by cheque.

If you are paying by cheque, print and attach a copy of this invoice to the cheque payment. Cheques are
to be made payable to the Minister of Finance, and mailed along with a copy of the RLS invoice to our
office at:

Financial and Consumer Affairs Authority — Consumer Credit Division
Suite 601, 1919 Saskatchewan Drive
Regina, Saskatchewan S4P 4H2

To make an electronic payment, click the “Proceed to Payment” to complete the online payment. By
clicking “Proceed to Payment” you will be transferred to an external site powered by Moneris in order
to process your payment. The processing of your payment will be subject to the terms, conditions and
privacy policies of the payment processor. By choosing to use make a payment using this service, you
agree to pay us, through the payment processor, the listed "Charge Total". You must provide current,
complete and accurate billing information. The billing address and transaction result will be collected
by FCAA RLS. Please note that no full credit card numbers will be collected by FCAA RLS.

If you are paying by cheque, click the next arrow button on the right side of the application.
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9. Our office will review the annual submission and communicate using the email address and contact
information you provided us at the beginning of the submission.

You can see if your annual return submission is in progress or requires more information from the RLS
home screen under the “My Submissions in Review” portal. This list includes all submissions that you
have successfully submitted to FCAA for review.

e K]

FCAA Registration and Licensing System

lavigation Panel This aroa is
ed on your place in the application and
a primary tool fo navigate
ons of the application

/
Apply for a Licence / Your Emal

Usethe ~ butlon to toggle the panel open or
closed.

Registration /
ent / Or Film

Correspondences

Al the bottom of this navigation panel you can find
your account options, including fog out

Account - CCD_TD2TEST
Go to my profile [~)
Log Out Q

Carefully read any emails sent to you to ensure all actions required are completed and all information
we may request in RLS is provided.

You will be notified by email of the progress of your submission through the review process. If your

annual return submission is approved, you will receive an approval completion email notice and can
login to print your licence.
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Surrender a Licence

Before you begin, please ensure you are familiar with The Mortgage Brokerages and Mortgage
Administrators Act (the “Act”) and The Mortgage Brokerages and Mortgage Administrators Regulations
(the “Regulations”) which outlines the requirements to carry on business as a mortgage administrator in
Saskatchewan. The Act also requires mortgage administrators to provide notification of significant
changes to your business. If you cease carrying on business in Saskatchewan, you can apply to surrender
your licence to FCAA which may result in the cancellation of your licence.

All submissions made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your submission. You will be notified of the status of a submission (i.e. approved, rejected or
more information required) by our office.

You should have your documentation in order before you begin. If you forget or need to change some of
your information, you can save your progress through the application and return to it as you need to.
You can continue to make changes to your application until you submit the application to our office. If
you need to make changes to a submitted application, please contact our office (see the “Contact Us” in
this guide).

In order to proceed with your application, you will need to have an RLS account already. If you do not

have an account, you will need to register one. If you currently have a licence and do not know your user
ID or password, please review the RLS Basics Guide before proceeding.

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

| )/ Saskatchewan

GOVERNMENT OF SASKATCHEWA

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

e

Forgot your password? 0

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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2. Click on the “My Active Licences/Registrations” portal.

FCAA Registration and Licensing System

This ts the Navigation Panel This aroa is

dynamic based on your place in the application and
as a primary tool fo navigate

of the application

/
Apply for a Licence /

Your Licences /

button to toggle the panel open or

Registrations / Registration /

Endorsements / Film Endorsement / Or Film

ications

Classification

At the bottom of this navigation panel you can find
your account options, including fog out

Account - CCD_TD2TEST
Go to my profile (A

Log Out (%)

Click on the link for the licence that you would like to make a submission for. Please note that it may
take a few seconds for the licence screen to load.

3. You will be brought to the licence screen. Click on the “Surrender Licence” button.

Mocgmge Acilclstiator Lisenas 1508 Mortgage Administrator Licence - 100890 - EXTERNAL USER

Active

Licence Information

Licence Type Mortgage Administrator

Licence # 10
Licensee Name EXTERNAL USER

Doing Business as Name

Date of Issue )8-0ct-2019
Expiry Date Continuous Licence
Next Expected Submission Mortgage Administrator Annual Return
Note' The ted Submission" is provided for ease of reference purposes only, typic nly mentions

the next annual return / renewal, and may not reflect all required filings or submissions. Please contact FCAA for

Next Expected Annual Return / Renewal Due Date

Next Expected Part VI of the Act Filing Due

Fiscal Year End Date 31-Dec-2019

Account - CCD_TD2TEST
Go to my profile [~}
Log Out [}
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4. You will be brought to the “Termination” screen. Answer the questions accurately and completely and
upload all requested supporting documentation.

MRT Surrender Licence % ?
Step 1 Step 1 ‘;"
Request 122331-02 - MRT_APP - TRMNTN

Pending Submission
FolY Y% .

Licence: 100890 - EXTERNAL USER

i

Deotails

Submission Number

vide a detailed explanation of the circumstances of your

ndicate the date you would like your request to become effective — . o

vide any documents that , y
» system (optional Upload File

Account - CCD_TD2TEST

Goto my profile (A)

Log Out o

Click “Submit Licence Surrender Request”.

5. All submissions made through RLS are subject to review and approval by the Superintendent who may
require additional information regarding your submission. You will be notified of the status of a
submission (i.e. approved, rejected or more information required) by our office.
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Contact Us

General Information

Consumer Credit Division

Financial and Consumer Affairs Authority
Suite 601, 1919 Saskatchewan Drive
Regina, SK  S4P 4H2

Phone: (306) 787-6700
Fax: (306) 787-9006
Email: fid@gov.sk.ca
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Appendix A: Mortgage Broker/Associate Licence Toolkit

This licensing toolkit has information relating to individuals applying for a mortgage broker or mortgage
associate licence (the “Applicant”), and the supporting information to be provided under The Mortgage
Brokerages and Mortgage Administrators Act (the “Act”).

Please note that as part of the licence review process, the Superintendent of Financial Institutions (the
“Superintendent”) may require the Applicant to provide additional information.

Effective November 1, 2019 all applications need to be completed using the Registration and Licensing
System (RLS). RLS is accessed at https://fcaa.saskatchewan.ca/

In RLS, an Applicant needs to be invited to apply for licensing by a mortgage brokerage. Should the
application be approved, the Applicant will then be licensed to broker mortgages on behalf of that
mortgage brokerage. An Applicant that has not received this invitation will not be able to submit an
application for licensing. Once completed, the application will go to the mortgage brokerage for its
review and confirmation. Should the mortgage brokerage confirm the application, it will be sent back to
the Applicant through RLS for the Applicant to pay the associated fees and to submit to the
Superintendent through RLS.

Once this invitation is received, Applicants are encouraged to go through each of the applicable licence
application screens in order to identify the information that will be required. While an Applicant will not
be able to submit an incomplete application, they will be able to review the RLS licence pages.

For information on the RLS system, such as how to navigate the system and how to set up one or more
delegates, please also see the RLS guides on the FCAA website at https://fcaa.gov.sk.ca/.

If you have any questions in regards to the application forms or the supporting information, please
contact the Financial and Consumer Affairs Authority of Saskatchewan — Consumer Credit Division, by
telephone at (306) 787-6700 or by email to fid@gov.sk.ca.

Filing Instructions
As the RLS licence application pages are self-explaining, the following filing instructions provide clarity
on certain areas where questions have arisen or deficiencies have been noted.
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Application Form

The following items provide additional information regarding the fields of the online application form:

1.

Primary Contact: the individual listed as the primary contact for the application will receive emails
and may be contacted by our office regarding the application and/or licence.

The primary contact can be thought of as the “submission contact”. If an application is approved,
the user that was logged in to make the application will then become the “primary owner” of the
licence. While the primary owner can create delegates who can make future filings on behalf of
the licensee, it is important that the primary owner be properly established in RLS. It is anticipated
that the primary owner will be the person holding the licence. FCAA Staff will confirm the primary
owner during the application review process. Should the primary owner need to be changed in
RLS, please contact us at (306) 787-6700 or by email to fid@gov.sk.ca.

Mailing Address: please provide the Applicant’s mailing address and contact information. Typically,
all mailed correspondence will be sent to this address.

Business Address: this address will be the location where you plan on conducting your business. It
cannot be a PO Box Number.

Address for Service: under Section 8 of the Act, the Applicant shall provide the Superintendent
with an address for service in Saskatchewan. The address for service must be a location that
maintains regular business hours and has staff available to receive documents at all times.
Typically, this address would be a law firm or the office of the mortgage brokerage that you broker
mortgages on behalf of. This address cannot be a PO Box number.

Education: The Mortgage Brokerages and Mortgage Administrators Regulations (the
“Regulations”) require that an Applicant must have successfully completed an approved
educational program for their licence type within 3 years of the application date, or meet an
equivalent. To meet this requirement:
a) You have completed the appropriate educational program approved by the Superintendent. If
you meet this requirement, state on the application the name of the approved educational
program, the date which you completed it, and upload a copy of your certificate of completion.
A listing of approved educational programs can be found on the FCAA website.
b) You can satisfy the Superintendent that you have a combination of education and/or
experience that is equivalent to an approved educational program for that licence type. Indicate
“Other” on the application, use the current date, and upload a detailed response describing your
combination of education and/or experience and why you feel that is equivalent to an approved
educational program. Applicants seeking this approval should contact us in advance in order to
obtain additional information.

Principal Broker: if the Applicant is applying for a mortgage broker licence and is the proposed
principal broker for that mortgage brokerage, indicate the Applicant’s relationship to the mortgage
brokerage:
a) if the mortgage brokerage is a corporation, he or she needs to be a director or officer;
b) if the mortgage brokerage is a partnership other than a limited partnership, he or she needs
to be a partner;
c) if the mortgage brokerage is a limited partnership, he or she needs to be the general partner
or a director or an officer of a corporation that is a general partner; or
d) if the mortgage brokerage is a sole proprietorship, he or she needs to be the sole proprietor.
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7. Disclosures —Personal: Check the appropriate boxes. If you are unsure about the nature or result of
any judicial, regulatory or administrative proceeding that impacts on the answer to a question,
consult legalcounsel.

8. Disclosures — Business: Check the appropriate boxes. If you are unsure about the nature or result of
any judicial, regulatory or administrative proceeding that impacts on the answer to a question,
consult legalcounsel.

Supporting Documents

To meet the requirements of the legislation and to assist the Superintendent’s review and assessment of
the Applicant’s suitability for licensing, RLS sets out the supporting information and/or documents to
accompany the licence application.

1. Criminal Record Checks. The legislation requires that criminal record checks be dated no more
than three months prior to the date of application.

If a criminal record check is required, persons resident in Canada will need to obtain it from any
police agency (RCMP, municipal police in any province) or a credit reporting agency registered in
Saskatchewan. You can obtain a list of registered credit reporting agencies under the Consumer
Protection heading at https://fcaa.gov.sk.ca/fcaad11.

Persons who are not resident in Canada can provide a CRC from a police agency, or another
provider. If using another provider, applicants should contact the appropriate regulatory division
at the FCAA (https://fcaa.gov.sk.ca/contact-us ) to ensure that provider will be acceptable.

2. Any other supporting information regarding this application: submit any other information the
Applicant believes would be useful to the Superintendent in assessing their suitability to be
licensed.

Statutory Declaration

RLS requires that the statutory declaration form be downloaded and signed. The statutory declaration
needs to be signed by both the Applicant, as well as by a Commissioner for Oaths or a Notary Public.
Once signed, the completed statutory declaration needs to be uploaded into RLS.

The declaration can be accessed from RLS, and is attached to this licence toolkit.

Fees

Pursuant to section 5 of the Regulations, the following fees must be submitted along with your
application:

1. an application fee of $250; and
2. alicence fee of $400. The licence fee will be refunded if a licence is not issued.

The Regulations establish that the “licence year” is July 1 to June 30. The licence fee is not pro-rated,
and you will need to pay the $400 licence fee no matter when in the licence year the licence is issued
(e.g. a licence issued June 20 will have a $400 licence fee). Refunds are not issued for any licenses
cancelled or surrendered.
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While the mortgage broker and mortgage associate licences are continuous, the licence fee needs to be
paid for each licence year in advance (i.e. for each subsequent licence year, you will be required to pay
the $400 licence fee no later than June 30 of each year).

Application fees and licence fees are not transferable between licence types. If you are licensed as an
associate, you will need to pay a new application fee and licence fee in order to obtain a broker licence.
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Payments can be made in RLS through the Moneris system. Alternatively, Applicants may pay by cheque
made payable to the Minister of Finance, and sent to us along with a copy of the RLS invoice to:

Financial and Consumer Affairs Authority of Saskatchewan
Consumer Credit Division

Suite 601, 1919 Saskatchewan Drive

Regina, Saskatchewan S4P 4H2

Please ensure that the RLS invoice is submitted along with the cheque.

The licence fee will be refunded if a licence is not issued. A $25 service charge will be applied for any
cheque returned from your financial institution.

The Act and the Regulations can be accessed at http://publications.saskatchewan.ca/#/freelaw

If you have any questions, please contact us at the above address, or by phone at (306) 787-6700 or
email at fid@gov.sk.ca.
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Attachment A — Statutory Declaration

Declaration

I, the undersigned, consent to the Superintendent of Financial Institutions (the Superintendent) requesting any
criminal record searches and also authorize and request any and all former employers and any other person
requested to furnish to the Superintendent, or any agent acting on the Superintendent’s behalf, any information
they may have concerning my creditworthiness, character, ahility, business activities, educational background,
general reputation, and, in the case of former employers, my employment history with them and the reason for
my leaving them. | hereby release each such employer and each such other person from any and all liability of
whatever nature by reason of furnishing such information to the Superintendent or any agent acting on the
Superintendent’s behalf.

I understand that the Superintendent may also request additional information from the applicant to enable the
Superintendent to evaluate this application.

| understand that | have certain duties and obligations imposed on me by The Mortgage Brokerages and Mortgage
Administrators Act (the Act) and it is my responsibility to fully comply with these duties and obligations.

| acknowledge and agree that all information provided to or received by the Superintendent as part of the
application process may be used or disclosed to any person by the Superintendent or the Financial and Consumer
Affairs Authority where the use or disclosure is required for the performance of the responsibilities and exercise of
the powers given to the Superintendent or the Financial and Consumer Affairs Authority by the Act, the regulations
thereunder or by any other financial services legislation as that term is defined in The Financial and Consumer
Affairs Authority of Saskatchewan Act (Saskatchewan).

lirrevocably and unconditionally submit to the non-exclusive jurisdiction of the judicial, quasi-judicial and
administrative tribunals of Saskatchewan and any administrative proceeding in Saskatchewan, in any action or
proceeding arising out of or related to or concerning my licensing pursuant to the Act or my business activities in
Saskatchewan.

Further, and without limiting my obligations under the Act, | agree to comply with any demand for the production
of any books, papers, documents, correspondence, and communications or records of my business (the records) by
the Superintendent pursuant to the Act by delivering the records to the office of the Superintendent located in
Saskatchewan upon demand.

182 |Page



Statutory Declaration

1, the undersigned applicant, do solemnly declare as follows:

1. That the information and documents provided in support of this application are complete and truthful in all
respects.

2. That the applicant has complied with the requirement of the laws of Saskatchewan to which it has applied
for a licence and hereby undertake to notify the Superintendent immediately of any material change that
might affect this application.

3. That the applicant agrees to be bound to the forgoing promises throughout the term of any licence granted
by virtue of this Application.

4. | make this solemn declaration conscientiously believing it to be true, and knowing that it is of the same
force and effect as if made under oath, and by virtue of the Canada Evidence Act.

Declared before me at the of

(Cig;, Town. Viliage, RM etc)

Signature of Applicant

in the Province of

Print Name and Position and Titlc

this day of .20

A Commissioner for Oaths in and for the Province of
My commission expires

Or:

A Notary Public in and for the Province of
My appointment expires
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Appendix B: Mortgage Brokerage Licence Toolkit

This licensing toolkit has information relating to applying for a licence as a mortgage brokerage, and the
supporting information to be provided by an applicant applying for a licence under The Mortgage
Brokerages and Mortgage Administrators Act (the “Act”).

Please note that as part of the licence review process, the Superintendent of Financial Institutions (the
“Superintendent”) may require the applicant to provide additional information.

Effective November 1, 2019 all applications need to be completed using the Registration and Licensing
System (RLS). RLS is accessed at https://fcaa.saskatchewan.ca/

Applicants are encouraged to go through each of the applicable licence application screens in order to
identify the information that will be required. While an applicant will not be able to submit an
incomplete application, once they select the legal form of the applicant (i.e. corporation, partnership or
sole proprietor) they will be able to review the remainder of the licence pages in RLS. Applicants who do
not select this field may get a warning message that a mandatory field is incomplete; selecting one of
these three options will allow the applicant to continue browsing the requirements.

Once the mortgage brokerage application is completed in RLS, the brokerage applicant will then be able
to invite an individual to apply for licensing as a mortgage broker. This invitation will occur prior to the
brokerage becoming licensed. The Act prohibits a brokerage from being licensed without at least one
licensed broker, accordingly both applications need to be received prior to either application being
approved.

Once invited by the brokerage, the mortgage broker applicant will then complete their licence
application and submit it through RLS to the brokerage for its review and the brokerage’s confirmation
that the brokerage is authorizing that individual to broker mortgages on its behalf, should licensing be
approved. The individual will then complete the application in RLS and provide their application and fees
to the Superintendent for review. Brokerages are required to carry out a diligent process to ensure they
are comfortable with all aspects of the application from the mortgage broker, and subsequently any
other mortgage brokers and mortgage associates.

If the brokerage becomes licensed, this invitation process will be used in the licensing process of all
subsequent mortgage brokers and mortgage associates.

For information on the RLS system, such as how to navigate the system and how to set up one or more
delegates, please also see the RLS guides on the FCAA website at https://fcaa.gov.sk.ca/.

If you have any questions in regards to the application forms or the supporting information, please
contact the Financial and Consumer Affairs Authority of Saskatchewan — Consumer Credit Division, by
telephone at (306) 787-6700 or by email to fid@gov.sk.ca.
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Filing Instructions
As the RLS licence application pages are self-explaining, the following filing instructions provide clarity
on certain areas where questions have arisen or deficiencies have been noted.

Application Form

The following items provide additional information regarding the fields of the online application form:

1.

Primary Contact: the individual listed as the primary contact for the application will receive emails
and may be contacted by our office regarding the application and/or licence.

The primary contact can be thought of as the “submission contact”. If an application is approved,
the user that was logged in to make the application will then become the “primary owner” of the
licence. While the primary owner can create delegates who can make future filings on behalf of
the licensee, it is important that the primary owner be properly established in RLS. FCAA Staff will
confirm the primary owner during the application review process. Should the primary owner need
to be changed in RLS, please contact us at (306) 787-6700 or by email to fid@gov.sk.ca.

Section 14 of The Mortgage Brokerages and Mortgage Administrators Regulations (the
“Regulations”) requires applicant or licensee to notify the Superintendent in writing of any change
in circumstance provided to the Superintendent in the licence application.

Business Name: if the mortgage brokerage will be operating using a business / trade / DBA (doing
business as) name other than its legal name please include that name as you would like it to
appear on your licence and include evidence that the name has been registered with the
Corporate Registry of Information Services Corporation. Section 53 of the Act prohibits licensees
from advertising or otherwise indicating that the licensee is a mortgage brokerage using a name
other than as set out on the licensee’s licence.

Address for Service: the address for service must be a location in Saskatchewan that maintains
regular business hours and has staff available to receive documents at all times. Typically, this
address would be a law firm or your principal business office. This address cannot be a PO Box
number.

Section 8 of the Act requires every applicant to provide an address for service in Saskatchewan,
and section 19 of the Act requires every licensee to immediately notify the Superintendent in
writing of a change to an address for service.

Errors and Omissions Insurance: the applicant must have errors and omissions insurance that
meets the criteria of Section 6 of the Regulations. Please provide the name of the insurer, the
policy number and the expiry date for the insurance you have obtained. A listing of insurers who
offer the required errors and omissions insurance can be found on the FCAA website.

Proposed Principal Broker: section 22 of the Act requires every mortgage brokerage to designate
one individual as its principal broker. The principal broker will serve as the main contact for the
mortgage brokerage and will have sole authority for granting a broker or associate the ability to
act on the mortgage brokerage’s behalf.

In RLS, when designating a principal broker, the brokerage will have to invite the broker to join the
brokerage. The broker will have to complete an application in RLS.

In addition to the requirement to become licensed as a broker, the principal broker has numerous
duties and responsibilities that are outlined in the Act and the Regulations. To gain a thorough
understanding of the duties and responsibilities of a principal broker please refer to the additional
information available on the FCAA website.
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6. Money Handling: indicate whether the mortgage brokerage will be receiving money from
Saskatchewan consumers, whether the money received relates to fees, trust money associated
with syndicated mortgages, trust money associated with non-syndicated mortgages, or from other
sources. Please provide full details for each “Yes” item, including the nature of the activities that
will result in the receipt of money and/or a listing of all fees, charges including the amounts and
methods of calculating such fees. This information can be uploaded in RLS in the “supporting
documents” screen where there is an opportunity to “add an additional form”.

Section 5 of the Act requires any mortgage brokerage that will receive or hold trust money relating
to non-syndicated mortgages to have an endorsement granted by the Superintendent prior to
receiving or holding any money. You need to apply for a trust endorsement separately, and if
granted, it will be clearly identified on the licence.

7. Activities: please indicate whether the activities of the mortgage brokerage will entail dealing with
private investors, reverse mortgage loans, syndicated mortgages or the collection of advance fees.
As part of your business plan ensure you provide a detailed explanation of how you intend to meet
the requirements of the legislation that are applicable to the activities you will undertake.

8. Principal Business Office: please provide the address for the principal business office of the
applicant, as well as the other indicated information. It cannot be a PO Box Number. This address
is the main location from which you will conduct your mortgage brokering activities. Typically, all
mailed correspondence will be sent to this address.

9. Additional Business Office(s): indicate the address for any additional business office(s) from which you
will conduct mortgage brokering activities, along with the other supporting information.

10. Disclosures — Personal: Check the appropriate boxes. If you are unsure about the nature or result of
any judicial, regulatory or administrative proceeding that impacts on the answer to a question,
consult legalcounsel.

11. Disclosures —Business: Check the appropriate boxes. If you are unsure about the nature or result of
any judicial, regulatory or administrative proceeding that impacts on the answer to a question,
consult legalcounsel.

12. Criminal Record Checks. Criminal record checks need to be dated no more than three months
prior to the date of application.

If a criminal record check is required, persons resident in Canada will need to obtain it from any
police agency (RCMP, municipal police in any province) or a credit reporting agency registered in
Saskatchewan. You can obtain a list of registered credit reporting agencies under the Consumer
Protection heading at https://fcaa.gov.sk.ca/fcaad11.

Persons who are not resident in Canada can provide a CRC from a police agency, or another
provider. If using another provider, applicants should contact the appropriate regulatory division
at the FCAA (https://fcaa.gov.sk.ca/contact-us ) to ensure that provider will be acceptable.

Supporting Documents

To meet the requirements of the legislation and to assist the Superintendent’s review and assessment of
the applicant’s suitability for licensing, RLS sets out the supporting information and/or documents to
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accompany the licence application.

It is important that the supporting material be an accurate reflection of the activities of the applicant.
The use of vague or overly general descriptions may result in processing delays. Providing incorrect
information may result in a refusal, suspension or cancellation of the licence applied for and prosecution
as an offence.

1. Supporting documents — upload another form: submit any other information the applicant
believes would be useful to the Superintendent in assessing their suitability to be licensed.
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Statutory Declaration

RLS requires that the statutory declaration form be downloaded and signed. The statutory declaration
needs to be signed by both the Applicant, as well as by a Commissioner for Oaths or a Notary Public.
Once signed, the completed statutory declaration needs to be uploaded into RLS.

The declaration can be accessed from RLS, and is attached to this licence toolkit.

Fees

Pursuant to section 5 of the Regulations, the following fees must be submitted along with your
application:

1. an application fee of $250; and
2. alicence fee of $400. The licence fee will be refunded if a licence is not issued.

The Regulations establish that the “licence year” is July 1 to June 30. The licence fee is not pro-rated,
and you will need to pay the $400 licence fee no matter when in the licence year the licence is issued
(e.g. a licence issued June 20 will have a $400 licence fee). Refunds are not issued for any licenses
cancelled or surrendered.

While the mortgage brokerage licence is continuous, the licence fee needs to be paid for each licence
year in advance (i.e. for each subsequent licence year, you will be required to pay the $400 licence fee
no later than June 30 of each year).

Payments can be made in RLS through the Moneris system. Alternatively, Applicants may pay by cheque
made payable to the Minister of Finance, and sent to us along with a copy of the RLS invoice to:

Financial and Consumer Affairs Authority of Saskatchewan
Consumer Credit Division

Suite 601, 1919 Saskatchewan Drive

Regina, Saskatchewan S4P 4H2

Please ensure that the RLS invoice is submitted along with the cheque.
The licence fee will be refunded if a licence is not issued. A $25 service charge will be applied for any

cheque returned from your financial institution.

The Act and the Regulations can be accessed at http://publications.saskatchewan.ca/#/freelaw

If you have any questions, please contact us at the above address, or by phone at (306) 787-6700 or
email at fid@gov.sk.ca
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Attachment A — Statutory Declaration

Declaration
Where the Applicant is an Individual:

1, the undersigned, consent to the Superintendent of Financial Institutions (the “Superintendent”) requesting any
criminal record searches and also authorize and request any and all former employers and any other person
requested to furnish to the Superintendent, or any agent acting on the Superintendent’s behalf, any information
they may have concerning my creditworthiness, character, ability, business activities, educational background,
general reputation, and, in the case of former employers, my employment history with them and the reason for
my leaving them. | hereby release each such employer and each such other person from any and all liability of
whatever nature by reason of furnishing such information to the Superintendent or any agent acting on the
Superintendent’s behalf.

| understand that the Superintendent may also request additional information from the applicant to enable the
Superintendent to evaluate this application.

I understand that | have certain duties and obligations imposed on me by The Mortgage Brokerages and Mortgage
Administrators Act (the Act) and it is my responsibility to fully comply with these duties and obligations.

Where the Applicant is a Corporation:

1, the undersigned as representative of the corporation, authorize the Superintendent to verify any information
pursuant to this application from any source. | understand that the Superintendent may require further
information in order to evaluate this application, and | consent to the Superintendent collecting any additional
information as required.

In addition to the foregoing, | the undersigned (individual or representative of the corporation, as the case may
be):

e Acknowledge and agree that all information provided to or received by the Superintendent as part of the
application process may be used or disclosed to any person by the Superintendent or the Financial and
Consumer Affairs Authority where the use or disclosure is required for the performance of the
responsibilities and exercise of the powers given to the Superintendent or the Financial and Consumer
Affairs Authority by the Act, the regulations thereunder or by any other financial services legislation as
that term is defined in The Financial and Consumer Affairs Authority of Saskatchewan Act (Saskatchewan).

e Irrevocably and unconditionally submit to the non-exclusive jurisdiction of the judicial, quasi-judicial and
administrative tribunals of Saskatchewan and any administrative proceeding in Saskatchewan, in any
action or proceeding arising out of or related to or concerning my licensing pursuant to the Act or my
business activities in Saskatchewan.

e  Further, and without limiting my obligations under the Act, | agree to comply with any demand for the
production of any books, papers, documents, correspondence, and communications or records of my
business (the “records”) by the Superintendent pursuant to the Act by delivering the records to the office
of the Superintendent located in Saskatchewan upon demand.
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Statutory Declaration
I, the undersigned, an authorized representative of the applicant, do solemnly declare as follows:

1. That the information and documents provided in support of this application are complete and truthful in all
respects.

2. That the applicant has complied with the requirement of the laws of Saskatchewan to which it has applied
for a licence and hereby undertake to notify the Superintendent immediately of any material change that
might affect this application.

3. That the applicant agrees to be bound to the forgoing promises throughout the term of any licence granted
by virtue of this Application.

4. 1 make this solemn declaration conscientiously believing it to be true, and knowing that it is of the same
force and effect as if made under oath, and by virtue of the Canada Evidence Act.

Declared before me at the ‘ of
S e Signature of Applicant
in the Province of .
Print Name and Position and Title
this day of 20

A Commissioner for Oaths in and for the Province of
My commission expires

Oor:

A Notary Public in and for the Province of
My appointment expires
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